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Gginnia Aks-I-rat

The overall objectives of this project,.as stated in the RFP, were to

develop a process by which the life experiences of women could be assessed

for entry into employment and for entry into or advanced placement in voca

tional education programs. 'To accomplish these objectives, several tasks

were specified. These included:

Determining the state of the art in transferring women's life

experiences to education and employment

Developing an inventory of women's life experiences. showing tasks

perfo%med and competencies developed.

Analyzing the competencies identified for their transferability

to employment requirements in selected occupationa, and for

transferability to admission requirements and advanced standing

-in vocational education programs

Designing a process based on the competency analyses t further

the recognition of women's experiential learning

Determining through tryout how well women perform. following

placement based on the competency analyses

Revising the competencyanalyses, and!
!

/

Preparing and disseminating Oublications describing the process.

s \,
This report summarizes_ these ta4k,'/'

,

,I tDetermining the State of the Art ;,
I.

--This task involved bcith a'review-of the literature and interviews
it

with organizations, projects, and individuals to determine the approaches

being used to accredit women's life experience learning.

'This review identified six major barriers to providing recognition

4
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for women's life experience learning--identification, articulation, docu-

mentation and assessment, knowledge g ps, financial'policies2 and beliefs.

The three main approaches used b educational institutions to assess

prior learning are: (1) course or program evaluation (such as use of the

American Council on Education's N tional Guide to 'Credit Recommendations

for Noncollegiate Courses); (2) c dit by examination (such as use of the

College Level Examination Prograi tests or locally made tests);, and (3)

individualized assessment (such as the portfolio methods described in

materials by the Counci for the Advancement of Experiential Learning).

It was concluded that in ividualized approaches are best suited to the

assessment of women's pribr learning for postsecondary vocational education.
J 1

For eMployment,1 it was concluded that matching individual competencies to

jab requirements (as is done in programs at Goucher College and at
e-

.

Northeastern University) seem most promising.

There appears to be no one best approach that works equally well for

* all kinds of life experience learning and for both education and employment.

The-more flexible, individualized assessments, Which identify the campe-

tencies acquired from experience and those needed in a vocational education

program or occupation, were seen as holding the most promise for further

work in this projeCt.%-

The complete review is available through the ERIC system as a project

task report (#ED 189 335).

Developing an Inventory of Women's Life Experiences

A survey of 131 adult women (average age, 40) who were returning to

paid employment Was conducted. Eighty-three percent of these women were
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white and.17rwere minority. Most were residents of cities (40%) or sub-

urban areas (42%). Almost all/(96 %) had a high school diploma'or GED, but

Only 36% held a college degree.''Eighty-nine percent had not been Pregu1arly

employed for pay outside the home" for five years or longer; over 60% had

'hot been employed for pay for more than ten years.

The survey asked these women about frequent specific experiences in

homemaking and parenting, volunteer work and community service, credit and

noncredit courses, and hobbies, as well as any paid work eXperience. These

women had prior learning experiences related to many occupational groups.
4

However, interpersonal skills were the most common, f011owed by skills

related to sex-stereotyped occupations, such as secretary. Nevertheless,

if counselors probe beyond these skills, they can often identify a variety

of technical, mechanical, and mathematical reasoning skills that can help

women expand the range of vocational education programs and occupations

.being considered.

An Experience Description Summary was developed to assist counselors,

employers, and vocational educators in identifying tile job- or program-
.

relevant experiences of adult women. Copies of the Experience Description

Summary can be found in the final putiuCts of this project, Making Experi-

Vice Count in Sex Equity Programs and Making Experience Count in Vocational

Education.

A report on this task is available through the EiiC system (temporary

#CG 015 556)., An article based on this task appeared in the Personnel and

Guidance Journal (1981, 60(2), 97-101).-

A
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Determining the Relationship of Experience to Employment and to Vocational
7

Education

Tjproject was asked, in the RFP, o focus on approximately, 20 occu-

'pations predicted to be in high demand du it% the 1980's. The occupations

selected were: airline reservation agent bank clerk/teller, claims

adjuster, collection worker, computer programmer, cook/chef, dispens,ing

optician, drafter, electronics assembler, electronics technician, floral

designer, home hearth aide, insurance sales agent, library technician,

litho agp medical record technician, occupational therapy assistant,

personnelworker, photo lab technician, respiratory therapy worker, social.

service aide, and welder.

Occupational literature,, task analyses, and joband vocational educa-

tion program descriptions were rev wed. , Interviews were also held with

employers: This information Was u ed to develop draft skill-lists for

each occupation. These lists also included skills identified in the

preceding task.

Each list was. sent to nine employers or vocational educators for

rating. The raters were ,asked to rate the importance of each skill in

selecting new employees or in identifying individualsto receive advanced

placement/course exemption. These ratings were then analyzed and used as

an indication of the extent to which women's life experience learning

would transfer to each occupation. Theseandlyses concluded that the

typical re-entry woman would probably perform well or very well in most ,

of the direct-entry,jobs in the employment phase of the tryout. They

also indicated that the skill and knowledge levels needed for advanced

Oft



I

-5--

placement in the yocational education programs would probably be met by

approximately onethird of the re-entry women in, the vocational education

phase 'off the tryout.
nr

Task reports containing the transferability analyses are available

through ERIC (Employment: #ED 192 041; Education: #ED 192 042).

Designing the Process

Using the information from the preceding tasks, an eight -step process

was designed. The steps are:

1., Identify the skills, knowledge, and abilities which are required to

enter the occupation or taught jA the vocational education program.

The purpose of this step is to determine what is done
in the job or taught in the program. This information
is often already available in job descriptions or in
course guides and outlines.

2. Rank the skills, knowledge, and abilities identified in Step '1. This

ranking should be done by workers and supervisors in the occupation

or by the faculty members who teach in the program.

, The purpose of this step is to have people who know
most about the job or program decide the relative
importance of theskills, knowledge; and abilities.
Many skills will be "minimal competencies," necessary
for all workers or students; others may be less
important. ik

3. Determine which skills, knowledge, and abilities will be considered

h
gs sufficient evidence that the job applicant or student has mastered

411.

the requirements to enter the job or the content of each course.

C
The purpose of this step is to have employers or #

-faculty determine the. content and 'standards .for
,----the assessment process.

. ,

r 4. '''elect'the assessment procedure(s) for each job or course. Determine

8
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a

who will make the assessment. Assessment of life experience .,earning

can involve standardized tests, employer- or teacher-made tests,

denionstrations, simulations, interviews, portfolios, or other

techniques.

The purpose of this step is to allow employers or faculty
to determine how the propss of assessment will be carried
out.

5. Recruit adult women who are interested in obtaining employment or

vocational education.
,

The purpose of this step is to develop and implement an
outreach plan to attract'adult women, who; through their
life experience learning, may have acquired the skills,
knowledge, and abilities necessary for successful job
performance or completion of the vocational' education
program. t

6. Screen the women, using the-Experience Description Summary. Informa-

tion from the screening can be used in two ways: (1) ,toscounsel women

about jobs or vocational education prograis they might enter, and (2)

to identify women who appear to have sufficient life experience learn-.

ing to be hired or to obtain adilanced placement in the program, or

credit for certain courses.

The pdrposeof this.step is to provide a quick and low
cost preliminary estimate of how women's' skills and
experiences are related to the job br the vocational
education program. /

7. Assess the women and place those who qnalAy in the job or vocational

education program. The type of placement will be determined by the

area of experiential' learning. The level of placement will 'be deter-

mined from the skills and knowledge identified in the assessment '.

process.

9
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The.purpose of this step is to provide, after assessment,
appropriate job placement, course exemption, or advanced
placement for those women who have thenecessary skills,
knowledge, and abilities. -

8. Monitor the performance of the women, Obtain, information about their

continuance and success in the job or the vocational education program.

This information can be used to improve the screening process. It may

also suggest ways to restructure courses or programs to make them

better meet the needs of ad )lt women students.

The purpose of this step is to collect evidence that will
,show how well adult women do in the selected occupati ?ns
or-vocational gducation programs, This evidence-can be
usedfrto improve the recruitment and selection process.
It can also,be used to demonstrate program effectiNteness.
The evaluation information may suggest ways of designing
job training oevocational education programs for re-entry
women.

This process Is flexible enough that it can be adapted to the standards

and special requiiements of any business, industry,'or vocational educa-

tion program.

Tryout of the Process and Revision of the Competency Analyses

The purpose of this task was to'try out the process which had been

developedto assess the life experiences of women for entry'into employ-

ment an& for entry into or advanced placement in vocational education

programs. The tryout involved using an inventory ofwomen's experiences:

and skills, the Experience Description Summary, and competency analysis

for selected
A
occupatiOS and programs to match experiential learnin

with job-or program requirements. The go4 of the tryout was to'.
*

"determine the validity of the competency analysis rand inventory."

The planned design of the tryout was to administer the Experience

1
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A
Description Summary to women

o
returning to employment and Altering voca-

"' 4,
tional education programs, to use'the Experience DeScription Summary to

91'4f
match women's skills with the re uirements (deteimiAt by the toaPetency

analysis) for the selected occ
.

t,

process to place approximate 00 won in Aobs 4aud approxStately 150 Co
..,

.
.

,

.

-4., \P
, is

''d'200 women in vocational education Rrograms, an tcp mAitor their perfor- g.,..

mance in order to ,determine the validity of the proqess:

and programs, tovuse tie datA'ing

In the occupational phase of t4 tryout, the ErperXence,Description
eti

Summary was administered to 155 women. -Forty-nine of thest.: omen later
4) g.

4' 4)4

entered employment.. After six monthg% employer ratingS of the womet's

over-all job performance and specific,job competencies were obtained.,

Sixty-nine percent of the women wd're rated ';"above average" by' their
. .

employers in comparison with "all women Currently in this job." Nond'Of

the women was rated a "below averageorker.

,Several of,the Experience Description s'immary scales had satisfactory'_'
(

cqrrelations with over-all performance ratings;these were insurance

sales agent .65, credit collection worker .61, home health aide .54,
\

m.

.

floral designer .46 photo lab technician .41, electronics assembler-32,,
,.. 4.2 ,k,,-.

. 2

and bank clerk/ eller .21. The scales for airline reservation agent and
''

...,. .

-,. o .

claims a u er were less satia'factory. The wdmen'g competency Self-

ratings on the ExperlenCe Description Summary scale tended td b4 somewhat,

r than their employers' evaluations of the 'omen on thi:dtme compe-

tencies. 'Thus, skill self-ratings of the

consideied to,be good predictors Of j

underestimates.

e used in thii try u can be

success,, but tend toward bel4

I.
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Insufficient data were obtained to permit validation of the Experi-

ence Description Summary scales *or the vocational education programs.

The tryout also showed that.the prOcess was difficult to implement,

espw011y in vocational education prbgrams." Some of the problems were
- A ,

0

inherent in the design ijself, while others were the result of ci4um-

stances that could not have been foreseen.

1 4

Despite the implementation problems, the tryout demonstlated that

adult women have a wide variety of learning experiences and that they

develop job-relevant skills from these experiences. When such women

enter paiteMployment, they are considered by their eployers be

above average Workers.-

Complete detaili Of the tryout,and competency analysis -tasks are

available through ERIC (Tryout: #E5204 520; Competency' Analyses:

.o
#ED 204 953) .

Publications
.

4. /A .

As indicated in the preogdingsections, the pYoject staff prepared

task reports describing each major activity. These reports are avail-
4

able through the ERIC system. '

The project Staff also pr pared two descriptive publications, Making

Iperience Countin Sex Equity Programs and Making Experience Count in
-

fz.

`Vocation al Education; which,are available through,ERIC,(temporary

4CE 029 992 and #CE 029 993, respectively)._ These publications were

distributed to allstate sex equity coordinators in the fall of 1981.as'

aa-

part of four regional Work§hops.

10-
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Introduction

.The overall objectives of this project, as stated in the RFP, were to

develop a process by which therlife experienCes of adult women could be

assessed for entry into employment and for entry into dr advanded placement

in vocational education programs. To accomplish these objectivest several

tasks were specified. These included:

Determining the state of the art in transferring women's life

. experiences to education and employment

Developing an inventory of women's life experiences showing

tasks performed,and competencies developed

Analyzing-the competencies identified for their transferability

to employment requirements in selected occupations, and for

transfeMbility to admission requirements and advanced stand-

ing in selected vocational' education programs

Designing a process based on the competency analyses to further

the recognition of women's experiential learning

Determining through tryout how well women perform folldwing
. ,

placement based on thl'competency analyses

Revising the competency analyses;- and

Preparing and disseminating publications describing the process.
Arh,

This-report.sumnsrizA these tasks.

Advisory Committee:

The first activity was to set up a nine-member advisory committee to
-11

provide guidance and.to review project materials. The original members

of this committee were:

/
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Jane P: Fleming
Wider OpiaIhnities for Women

Dennis Gallagher
National Manpower Institute

Marie R. Keeney
PA Commission on the Status

of Women

Morris Keeton
Councilfor the Advancement

of Experiential Learning

Cynthia E. Marano
Displ ced Homemaker .Center

Baltimore, MD

Ruth Nadel
U.S. Department ofLabor
Women:s Bureau

Irene E% Portillo
CA Board ot.Vocationil Education

Merble.Harrington Reagon
National Council of Negro Women

Arlene Syring
Employers Insurance of Wausau

Later, when Dennis Gallagher resigned frOm the committee, it was decided to

enlarge the committee to ten members. The two new members of the committee

were John D. Erdlen, Employment Management Association, and Joan M. Goodin,

National Mdhpower Institute.

Dissemination Plan

The project staff prepared a plan for the disseminati8n of infOrMation

aboutthe project. This plan, which was submittedNrthe U.S.,Office of

-Education on October 31, 1978, described 'the descriiftive brochures tope

developed, and, the plans for placeMent of articles in the general news/

media, for placement of articles in professional publications, fot- making

oral presentations about, the project to business, educational; women's, and

professional groups, and for responding to telephone inquiries and

These plans were implemented after their approval by theproject officer'

IThe project was estecially successful ii obt ining placements in the
, .

general news media and in reaching individua s operating counseling programs
,

for displaced homemakerS-and/or other adult omen entering employment or

postsecondary, education.

.ar

.
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Detetmining the.State of the Art'A

The first substantive task was to "determine the state-of-the-art in

establishing the transferability of women's life experiences to employment

and to completion of requirements for vocational education prog rams."

Methodology involved both.a review of the-literature and, also, interviews

with organizations, projeCts, and individuals;. to determine the approaches

being used to accredit women's life experience learning and to identify

, the obstacles to suah accteditation. This task identified six major

barriers to providing recognition for life experience learning.

Identification--the woman herself, the potential employer,

or the vocational educator may not recognize that life

experiences are learning activities in Which new skills

and abilities are acquired

Articulation--the woman, the employer, or the vocational

educator may not see the relationship between the skills

acquired through life experiences and thdse required in a

paid job om in a Vocational education program

Assessment--even when articulation is acknowledged, formal

recognition may not occur because of problems in determin,-

ing the scope and level of the 'skills

Knowledge Gaps-7because prior experience learning is'not

systematically organized, the knowlge acquired may not

cover all topics'required by the job or taught in the

vocational education program

Financial= - employers are concerned that the cost of



assessing experiential learning will dot be offseeby the

4
lower cost for worker training. Vocational institutions

are worried about the loss of tuition income. Also, many

states have financial reimbursement policies that do not

provide payments for assessment of experiential learning

Beliefs--some people think that only work done for pay is

"real work" and, therefore, depreciate the unpaid work

done by women. Sex stereotypes often reinforce these

beliefs. Educators sometimes' worry that accepting life

.

experience learning can result in lower standards or

'admission of individualsunableto complete the program

satisfactorily: .# _,

.

.
. ,_..

A
. The review identified three main approaches used by educational

I \

institutions to'assesg prior experience learning: (1) course or program

evaluation (such as use of.the American Council on Education's National

Guide to Credit Recommendations for Noncollegiate Courses); (2) credit.

by.examination, whether through standardized testing (such as ,the College

'Level EXamination Pxogiam tests) or through locally made challenge

.11

nations or performance tests; and (3) portfolio development and other

related forms of individualized assessment, as described in publication"

availabl8 from the Council for the Advancement of Experiential Learning.

It was 'concluded that the'individualized approach is best suited to._

the assessment of women's prior experience learning for vocational

postsecondary educations, since it allows for the greatest flexibility in

the types of experiences included and the ways in which t se experiences

1 Q
4. 4.J



are related to the student's educational program. However,' because it is

individualized, this method involves more time and higher costs than, do

the other approaches. Credit by examination works best when there is

good correspondence between the content of the examination and the scope

of the prior experience learning; however, there are many experiential

learning areas where no standardized examination is available or appro-

priate. Course or program evaluation is possible only for prior learning

experiences which involve formal instruction; this type of assessment

. gives little guidance as to the level of competence (over the minimum

requed to complete the program) attained by participating individuals.

For employment, the review concluded that matching individual compe-
L

tencies with job requiements (as has been done in projects at Goucher p

College and Northeastern University) seems best. Thp.s approachr\quires

a careful4,ob analysis and .cannot rely on existing a alyses whIchMvay be
. ,

. f .

kriased *their views. of work traditionally gone by women. It may also
'

_

require cooperative
3

efforts.between,a woman, an employer, and. an educe-

14 4
v .

tiOnal institutiOn, ere-are knbwledge iail between the experiential

'learning and the job requirements. ' .,, ,

There appears to be no one hbest".approachwhiCh works equally well
t- ,,

,
1

for all. of women's life experien'ces.and for both education and employment.

The more flexible-, individualized assessments, which identify and match

the competencies acquired from experience and those involvedin a college

cOurse.or job, seemed to hold the most promise for` process development.
.

The complete review is available through the ERI C system. (#ED 189 335).

19

C.



, \

Developing an Inventory of Women's Life Experiences

The next task was to "develop an inventory of women's life experi-

ences." This was done by conducting a survey, during the summer of 1979, .

of 131 adult women (average age, 40) enrolled in,pre-employment counseling

programs. Eighty-three percent of these women were white and 17% were

minority.. Most were residents of cities (40%) or suburban areas (42%).

Almost all (96%) had a high school diploma or GED, but only 36% hel4 a

college degree.NEighty-nine percent had not been "regularly employed for

pay outside the home" for five years or longer; over 60%'had not been
5

employed for pay for more than ten years.

The survey asked these women about specific experiences in homemaking

and parenting, volunteer work and community service, credit and noncredit

courses, and hobbies, as well-as any paid work experience.

Almost all of the respondents had extensive experience in homemaking

and parenting. All of the women had experience and skill' in evaluating

.

and purchasing food, cooking and baking, maintaiing and caring for cloth-
% .

ing, prOviding for-family health, and safety, manaAng mone, and-planning

travel and/or recreation: In response to questions about "nontraditional"

'Homemaking skills, it was found that.40% of these women had, at some time,

made automobile repairs, 86% hid done wallpapering or painting, 84% had

refinished furniture, 49% had done carpentry or construction, 49% had made

electrical repairs', and 46%, had made plumbing repairs.

Many of the women surveyed had extensive experience in volunteer work

or community service. The data about these experiences are shown in

Tatle 1. Three such activities, each done by more than 70% of the women,

.20
4.
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were: (1) referring others to sources of information, (2) responding to

telephone inquiries for information, and (3) quantity food preparation.

More than 60% of the respondents had, at some time, taught groups of

hildren e dults, trained others to work in their organization, done
_

..

yping, filing, or other organizational office work, and done fund raising.

Over one-half of the respondents.had held electjye office in as organi-

zation; as a'consequence, they had skills in.chairing meetings, making

written and oral reports,,and in doing other administrative activities.

The survey asked the women to rate themselves on 28 skills;most

frequently listed in the worker.trait profiles of the Dictionary of Occu-

pational Titles. These data are shown in Table 2. The highest ratings

were on the ability to take responsibility,,, lelp others, deal with people,

adjust to a variety of activities and to frequent unexpected changes, be

self-directed, evaluate ajytoduct usingone's own standards, analyze a

problem, and interpret other's feelings and opinions.

The survey eport concluded that 'adult women have'a wide variety of

life experiences through which they acquire skills and knowledge 'that-are

job' relevant." It fdund that ifiteWersonal skills were the most common, o

as were skills related to jobs-in clerical and secretarial work,
4
retail

sales, manufacturing, and service occupationh. It recommended that career

counselors probe beyond ,these common skills to identify other skills

(especially technical, mechanicd1, and mathematical reasoning skills) that

would help women expand the range of vocational education, prograrns_and_

occupations being considered. The report also recommended cokinseling to

help women see how they, can advance in their careers by combining their
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interpersonal and'managerial skills with what they have learned in entry--

level jobs.
511

The information from this survey, showing specific experiences by

occupational group and the perdentage of women who reported having

frequently engaged in each activity, is ,presented below. 1

Experience related to Agriculture and Agribusiness occupations:

Growi glowering plants
Floral sign

71r
59%

Pet care, grooming, or training 0 53%
Landgcape design 47%
Lawn maintenance 47%
Ve etable or fruit growing 43%
P i /job in agriculture' 6%

Experiences related to BusEness and Office occupations:

Managing household,money 82%
Maintaining home financial records 76%
Selecting living quarters 69%
Paid job.as'a secretary 65%
Elective office in a volunteer organization 44%
Typing, filing, or office work for, a volunteer organization' .42%

Responsibility far the day-to-day administration of
a volunteer organization 33%

Supervision of other volnEt.-gers 32%-
Paid job as a bookkeeper 28%
itqgping accounts for a volunteer organization 24%,

Being responsible, for'thelinancial management of
a volunteer organization 22%

Experienceg- related to Communications and Media occupations:

Speaking,before large groups 33%
Obtaining and scheduling- speakers, performvs, or films 32%
Photography. hobby 29%
Writing or editing a newsletter 29%
Writing press releases 25%
Performing in shows or concerts 20%

Experiences related to Construction occupations:

Interior design *60%
Furniture building

Ok-
38%

22
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4/

Painting, wallpapering, or setting tile 22%
Carpentry or construction 10%
Paid job in buildifig or construction, 3%
Making electrical repairs 2%
Making plumbing repairs 2%

Experiences related to Fine Arts and Humanities occupations:

Providing religious instructio 74%
Fine arts hobbies (music, painting, etc.) 54%
Reading in the humanities 32%
Designing clothing 29%
Creative writing . 24%
Learning or maintaining a foreign language 22%
Credit or noncredit courses in the humanities 21%
Designing posters 21%
Paia job in the creative o; performing arts 17%

Translating material into English 6%

'Translating material intb another language 2%

Experiences related to Health occupations:

-4
Providing -home health care
Caring for an,iafant
Giving first aid for injuries

_88%
84%.

'66%

,

1
Diagnosing childhood diseases

C.

51%

Reading in the binlogical sciences
Caring for an elderly or handicapped family member 15%

Credit or noncredit courses in the biological sciences 13%

Paid job as, a nurse 12%

Experiences related to Manufacturing, Repair, and Technical occupations:

Managing time and scheduling activities
Setting priorities
Crafts (ceramics, stained glass,-*tc.r

ing clothing for children or adults
Assem ildren's toys and lilay equipment
Training. others to ^or n a volunteer organization
Repairing furniture 0

Credit or noncredit courses in crafts
Supervising the work-of other volunteers
Paid job in manufacturing
Reading in the 'physical sciences
Credit or noncredit courses in the:phYsicalsciences
Furniture finishing /refinishing
Paid job in science 9r technology
Paid mechanical or repair work
Making small appliance repairs

0'

96%
88%

56;
51%
48t

47%

38%

'35%

32%

3%

14%
12%

12%

12%

'5%

2% -
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Experiences related to Marketing and Distribution occup ions:

Evaluating and purchasing food
Evaluating and purchasing textile items -
.Evaluating and purchasing 'furniture and appliances
Paid job in retail sales

: Supervising the aistribtOon of printed mate
Selecting, pricing, and selling items for a'

organizatiot
Organizing a sale
Creating advertising for an organization

Experiences related to Personal Service occupatio
.T

Cleaning and caring for clothing
.H.odsecleaning and home maintenance upervision

i P- roviding personal grooming or b auty care /
Paid job in household service-
Paid job in cosmetology, /

, . .

Experiences related o Public'Service occupat
.

lAstd-rangto advising children in
Evaluating and selecting eduCtional
Evaluating and selecting g. g. mild car

Flh

Referring oth rs o sod es of i
. Responding to telephape inquir s fo

Counseling .diyidu-m childre or ad
Cbunseling roups,.i childr :or ad

Eund raisin:
\ ,,/,

Reading in the social s ences //
,'Conducting a elephone or questio aire survey
Individu- 'utoring -children r, adults

W9rking' h the e erly -
/

Paid jo as a te her '-'.
..--

Credit or noncr dit course- 'thee so

Work gwith ,t 'eleniotion ly stilrb

Pai y job in social work!,;- //,' /

P j ob in a library// .,,,/

/
,/
i

Exp ri nces related tq ood sl, ice

/

F-naly cooking and baking /

rticipating in'individual -ports
/Organizing family social events
Doing gourmet cooking /

ingfamily vacations, tray
Doing quan cooking or baki
Entertaining groups -child

lunteer

100%

8

40%

32%

28%
27%
21%

6%

92%

747

7

assistance
ormation

8%

52%

40%
34% /
32%

32%/'

29%

ertai

98X'

77%

61%

55%'

52% //,/-

50% ,,,///

24



ping hobby
Paid job a a waitress
ackpac ng or hiking )by
Oa ng a sport

anizing a, krolunt .e r group dinner or dance
Pai4 job as'ir.a co / I

1.
Arrangin / org zatfon or foup
artfc Ati in.tea sports

Paid a travel agent
/

eri /related

dAg
vin

dupe
'Boat

-Maki

This

0

Transportation occupations: '

ly- transportation

ck, van, or- bus for a volunteer organizat
Outomobile maintenance
sailin hobby

to9obi e repairs

ormation-was also used to lop Part I of,

Smnalary (EDS),,Which is incluin t*s reportf/As Appendix A. This section

417

4%

24%

24%
23%

22%
22%

M c/

-72%

2g%

29%
240%

4%

t e Experience Description

/',"

ad6lewomen.

pro'

of theinstrument c ,nSed to Provide career

the information from this sury:
/

,. /

tasks, determini g the transfir

1
I

and to v ational educat on progr "'....

/,./.., d,,,,
/ / /

.
K repo on this task is availa

l , / I/
,
d t. 55 . atti'le based

---71---

nd educational counseling for

also'used in the next two

o these skills to employment

le through tbe4EiC system (temporary

n this taslt also appeared in the Personnel

et O.., 19,31)'.

sferability Analyses

conducted concurrently, involved i

ected direct-entry occupations a

prograns The occupational e was carried out by

/
ce -project st

416

ntifying the

n selected voca-

d J

/

a subcontractor, the American

Colleges (AACJC), was responsible for

ase of the project.
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The occupatioand Rrograms were selected according to criteria set-
.

forth in the RFP: "The lobs selected shall be those for which there is a

growing demand. They shall be drawn from at least''Sen of,the occupitional

cldsterst and ten of thel.obts shall be traditionally male-ineensive occu-

-

'pations." The final list of 22 occupations tid programs included: airlite,

reservation agent, bank clerk/teller,Claims 441hster, comput pgrarrtMe,
14 r

cook/chef, credit/collection_worker, dispensing optician, dr fter, elec-

tronios assembler; enginelering/s4ence technician; floral designer, home
. ,

---"*= health aide, insurance sales agent, library technician, lithographer, meth.--

cal record ician, occupational therapy assistant, personnef mployee

-1
4

benefits worker, photo labo torx_technician, respiratory therapy worker,

social_service aide, and_welder. (Two extra cuPations were included to

Occupational Phase -

For each direct-entry occupation, the ETS staff held'interviews-with

two employers in each of two cities. The purpose pf these interVAws/was-
.

to identify the skills, knowledge, and, abilities needed in-the job. tieing

thd.S information and literature describing the occdpation, draft competency

rating lists were developed. (Copies of these draft lists are included in

the - ,taste reports identified at the end of this section.) Since the f.FP

e

specified that the Job-related competencies be verified byi employers and

workers in "appropriate employing establishments," the ratin'iistsoefor

:,each occupation were sent to nine employers. The employers-were asked to

rate each item for its usefulness in selecting new
1

employees.. The rating
.

I

scale used to evaluate the skills was: 3 = superior workers, 2 = average

a
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workers; 1 = minimum job performance; and ,0 = riot relevant. (It should

be noted that thisscale,'adapted from Primoff [1975], was foundconais-

ing,by some respondents.) Mean ratings were computed and then related to

the skill self-ratings from the survey of women's life experiences.

The items in the competency lists are of two types: (1) transferable

_skills, which includes both what Fine (1957) calls functional skills
o

working with, people, information, and things) and self-management skills

(which are related to temperament or personality), and '(2) job-specific

skills, which include what Fine calls work-content or technical skills.

Many of the items on the transferable skills list were derived from
s.

Sjogren's (1977) list of occupationally transferable skills and character-

istics.

Table 3 presents the transferability analysis for the Project ACCESS

employment component. Using the skills from the women's survey, this

analysis compared the women's self-ratings of competence with the employers'

ratings of the importance of these skills in selecting new employees. The

a
skills are presented in order of the women's self-ratings. A mesh employer

rating of 1.5 or higher indicates that employees with this skill are

expected ;() give average or superior job performance; a dash indicates that

the skill was either not relevant to-or not agkedabout for that occwation.
. .

Aeshould be noted that a confidence limit of + .5 was used to determine

whether sets of ratings were similar - -if-if the ratinp---411 within this range,

they were considered similar.

In comparing the women's self- ratings with the employers' ratings.for_
.tr

- each skill, it can be seen that the women's mean self - ratings -for ten of

a a

,0

0

I

,
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the 22 skills (indicated by asterisks) met or exceeded the employers' mean
/-

ratings for all occupations.

For five of the skills (items 2,I7,.14, 18, and 21), although the

women's self-ratings did not reach those of the employers, for no occupa-

tion did the difference between ratings exceed .5.

For each of the remaining Allis (items 8, 9, 16% 12, '13, 16, nd 19) ,

the difference between'the women's self-rating and the employers' selection

rating exceeded .5 for only one of the nine occupations. In each of these

cases, the employers' rating of the skill was very high, indicating the

importance of the skill in that particular occupation.

Examination of the women's skill self-ratings in relation to specific

occupations shows that (within the +.25 confidence limit) the average woman

rated herself as having all of the skills employers rated as necessary for

average or superior performance as a beginning airline reservation'agent,

bank clerk/teller, credit/collection worker, home health aide, or photo lab

technician. In addition, the average woman had all but one of the skills

necessary for average orb superior performance as a beginning floral designer

or insurance sales agent, and all but two of the skills necessary for average

or superior performance as a beginning elect onics assembler. Finally, the

average woman had'all but three of the sk is rated as necessary for average'

or superior pe formance as a beginning claims adjuster.

Vocational Edu ation Phase -

It had originally been planned that AACJC would visit vocational edu-

cation programs and hold interviews with faculty to identify the competencies

required for entrance into and/or advanced placement in each of the program

1/

28
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areas. Instead, AACJC mailed the interview discussion record form to "a

random sample of women instructors and curricular program managers."

Fourteen responSes were received, but none of t1e information related to

the target occupations. A second effort was have AACJC collect

information by.telephone interviews and to have the programs mail copies

of descriptive materials to ETS. When these materials-were finally

received they were used by the ETS staff to draft competency rating

lists. Each rating list was then sent to a sample of nine vocational

educators. Two types of ratings were requested: (1) for selecting

students to enter the program, and (2) to identify students to .r.eceive

advanced placement or course exemption. Since several of the respondents

indicated that the philosophy of their program was to accept all applicants,

it was concluded that the selectioh ratings-were of little utility. The

vocational education transferability analysis, therefore, focused on the

advanced placement ratings. The vocational educators were asked to rate '

each item for its usefulness in identifying students with the skills

required for advanced placement. The rating scale used to evaluate the

skills was: 3 = very important; 2 = valuable; 1 = not useful; and 0 =

note relevant. The transferability analysis compared these ratings with

the women's skill self-ratings.

Table 4 presents the transferability analysis for the Project ACCESS
- 7

vocational education component. Using the skills listed in the women's

*

survey, this analysis compares the women's self-ratings of competence with

the vocational eductors' ratings.ofethe importance of these skills in

awarding advanced placement. The skills are presented -in order of the

29
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women's self-ratings. A mean educator placeMent rating of 1.5 or higher

indicates that students with this skill cotild be expected to receive

advanced placement or course exemption; a dash indicates that the skill

was either not relevant to or not asked about for that program. It should

.
be noted that a Confidence limit of + .5 was used to determine whether

sets of ratings were similar--if the ratings fell within this range,. they

were considered similar.

c:
Imcomparin& the women's self-ratings with the educators' ratings

for each skill, it can be, seen that the women's mean self-ratings for

four of the 24 skills (indicated by asterisks) met or exceeded the

educators' mean rating6 for all programs.

For 11 of the skills, (items 3, 4, 5, 6, 7, 8, 10, 14, 16, 17, and 21),

although the woman's self-ratings did riot reach those of the educators, for

no program did the difference between 'the ratings exceed .5.
L,-

For each of the remaining skills (items 9, 11, 12:13, 15, 18, 22, 23,

and 24); the difference between the women's self-rating and the educators'

placement rating exceeded-.5 for only one of the six programs. In each of

these/Cases, the educators' rating of the skill was very high, reflecting

the importance of the ski31 in that particular program.

Examination of the women's skill self- ratings in relation-to specific'

Vocational education programs shows that (!within the + ,5 confidence limit)

the average woman rated herself as having all of the skills educators rated

as necessary for advanced placement or course exemption it drafting and

respiratory therapy programs. In addition, the average woman hdh all but

one of the skills necessary for advanced placement or course exemption in
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library technology and medical record technology programs, and all but

two of the skills necessary for advanced placement or course exemption

401

in a cook/chef program. Finally, the average woman had about one-half

of the skills necessary for advanced placement or course exemption in

an occupational-therapy-program.

. The most highly rated items for each occupation and each voca-

tional education program were incorporated into Part II of the Expe4-

ence Description Summary (see Appendix B and C, respectively). hese

Experience Description Summary rating lists were to be used in the try-
. . _ .

out phase of the project to identify women who had the skills necessary

to enter the target occupations or to receive advanced placement in a'

,vocational education program.

The transferability analyses concluded that the project tryout t

could expect to/find sufficient numbers of women with the skills needed

for entrance into the selected.jobsSand for advanced plaelment in the

selected vocational education programs: Some occupations, like credit[

'collection worker and home health aide, appeared to be closely related

to the average adult woman's experiential learning, while others, like

claims adjuster, were less closely related. It was estimated that most

of the women applying for the employment phase of the tryout would have

.experientially learned skills at a level sufficient.to enter one or more

of the target occupationi. It also seemed likely that at least one-third
4

of the w men entering the. tryout would have skills and knowledge at a

v,

level ne essary to receive advanced placement in one of the postsecondary

vocational education programs.

31
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. .
The complete task reports, including draft rating lists, are avail-

.
, , ,

able through the ERIC system (Employment: #ED 192 041; Vocational .

Education: #ED 192 042).

Designing the Process

Using the information from the preceding tasks, an eight-step process
A

a?

for the tryout ,and on-going usage was eshned. The steps are:

1. Identify the skills, knowledge, d abilities which are required to

enter the occupation. or taught in the vocational education program.

The purpose of this step is to determine what is done
in the job or taught in the:Trogram. Often this infor-

- mation is already available in job descriptions or in
course guides and outlines.

2. Rank the skillth,knowledge, and abilities identified in Step 1. .

This ranking should bedone by workers and supervisors in the

occupation or by the faculty members who teach in the program.

The purpose of this step is to have people who know
most about the job-or program decide the relative
importance of the skills, knowledge, and abilities.
Many skills will be "minimal cdmpetencies," necessary
for all workers or students; others may be less
important.

3. Determine ifhich skills, knowledge, and abilities will be considered

as sufficient evidence that the job applicant or student has mastered.

the requirements to enter the job or the content of each course.

The purpose'of his step is to have employers or faculty,
determine the c tent and standards for the assessment
process.

4. Select the assessme t pTocedure(s) for each job or course. Determine

who will make the assessment. ,kssessment'of life experience learning

can involve standardized tests, employer- or teacher-made tests,
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demonstrations, simulations, interviews, portfolios, or other'

technique's. \
The purpose of this step is to allow employers or factilty
to deterMine how the process of assessment will be carried
out.

5. Recruit adult women who are interested in obtaining employment or

vocational education.'

The purpose of this step is to develop and implement an
outreach plan to attract adult women who, through their
life experience learning, may have acquired the skills,
knowledge, and, abilities necessary for successful, ob
performance or completion of the vocational education
program.

6. Screen the women, using the Experience Description Summary. Informa-

er

tion from the screening can be used in two ways: (1) to counsel women

about jobs or vocational education programs they might enter, and (2)

to identify women who appear to have sufficient life experience learn-
.

ing to be hired or 'to obtain''advanced placement in'the program, 6r

credit for certain courses.

The purpose of this step is to provide a quick.and low
cost preliminary estimate of how women's skills and
experiences are related to the job or the vocational
education program.

Assess the women and place those who qualify in the,job or vocational

education program. The type of placement will be determined by the

area of experiential learning. The level of placement will be deter-

d frdM the,skills and knowledge identified in the assessment

process.

The purpose of this step is to provide, after assessment,
appropli

or those women who have the necessary skills,
knowledge, and abilities.

I

,33
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4

8. Monitor the performance of the women. Obtain information about ihOr
!

continuance and success in th* e job or the vocational education program.

This information can be used to improve the screening process. It may

also suggest ways to.restrucure courses or programs to make them

better meet the needs of adult women students.

The purpose of this step is to collect evidence that will
show how well adult women'do in the selected occupations,
or vocAtional education programs. This evidence can
improve the recruitment and selection process. It can
also be used to demonstrate program. effectiveness. The
evaluation information may suggest ways of designing job.
training or vocational education programs fof re-entry
women.

This process is filexible'enough that it can be adapted to the standards

and special requirements of any business, industry, or vocational educa-

,k

tion profixam.

Design of the Tryout

The next task was to plan the tryout. Prelimiliary inforMtion about

possible tryout sites was collected, based on the availability of large

numbers of institutions offering accredited vocational educat
\
on programs

in the selected occupational areas. ETS staff then obtained data about

employment opportunitiesin each of these sitel, using both published

sou ces and co 'acts with State Daaae6ents of Labor, unions, and occupa-

40
tion organ ations. ETS staff visited several potential sites to talk

with emp ers of workers in the selected occupations. They also obtained

informa on a n's centers in each potential site. The OCJC staff

also sited a number o areas to talk with vocational educators.

It had originally bee fanned to carry out both the occupational
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and the vocational education tryouts in the same metropolitan areas, doing,
.4)

int ke at one women's center and referring the selected individuals to

either vocational education program or employment on the basis of their

c t

41.

experience and their needs. It was concluded that this would be impossible

to implement. In September 1979, a report on the tryout plan was presented
_

to the project's advisory committee. AACJC reported thatthe vocational

education component of the tryout would be conducted in 18 colleges in four

states (California, Florida, Maryland, and lissachusetts), with training of

site coordinators scheduled to*begin on Ost4ber 15, 1979. ETS reported

that the employment component would be conducted in California, Illinois,

New Jersey, and a yet to be selected southern state (either Florida or

/
Texas).

The tryout schedule called for recruitment and intake screening of

women forboth components to begin /i7iNovembe± 1979, With final selection

decisions made by the and of December. Women would enter the vocational

education programs in January/February 1980. Women selected for the

employmentqphase'would receive counseling and placement assistance from

women's centers during this period. Participating colleges and women's
.

centers were to receive payments. Of $50.90 per woman to over the cost

of collecting the experience information, providing counseling to direct

the women to the occupation or prograxh which best matched their skills'

and competencies, and monitoring their job or educational progress.

st Tryout, of the Process

The details of the tryout are described in the Task Bl report, w ich

is av lable through the ERIC system (I/ED 204 520). As this report

s_
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indicates, the tryout planned to use the Experience Description Summary

, to select women who had the experience and skills to meet job or program
.,, ,,

, f
re,quirements, tatOlace approximately 150-200 women in appropriate voca-
1 1-

tional 'education Programs and approximately 100 women in appropriate
.

jobs, and to monitor .their progress to "deterbine the validieof.the

competency analysis and inventory."

Occupational Phase

The occupational phase of the tryout was carried out in cooperation

with the Displated Homemaker Center, Oakland, CA; Flexible Ca,reers;

Chicago, IL; the Volunteer Bureau of Bergen County, Hackensack -,N3; and

'1F the Women's Center of Dallas, Dallas, TX. Each cente4 r had a good record

f.O-r their previous work with adult women. Recruitment by these centers

yielded a total af 285 applicants for this phase of the project. Of this

number, 223 met the project criteria (high school aduates whb had been

primarily homemakers during the preceding five years) and were accepted

into the t'ryOut. Turing recruitment,-each woman was given ,,information

Aout the types of jobs available. -Informed 'consent agreements were

obtained from all women accepted.for the occupational tryout.

Counseling sessions for the Occupational phase focused on the use

of the Expedience Description Summary (EDS) to identify skills and on
S4.414

the identification of occupations using these skills. Other'topiCs

related to returning to paid work were also covered in the eighi counsel-

ing sessions. (A workbook of exemplary counseling material was provided
0

for each center by ETS; center staff were encouraged to modify and/or

supplement this workbook with materials they'had previously found usefulJ
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Attrition during counseling (approximately 30%) resulted in a final

group of 155 women for the employment tryout. Background and experience

, information for these women is given in Table 5.

As can be seen from this table, the typical-woman in 'this project

'was between.40 and 44 year of age and had been a tiomemLeer for 20 to 24

years. Approximately three-r-quarters of the women are white, while the

remaining one-quarter includes several minority groups,. Sixty-nine per-

cent of the women were married at the time they entered the tryout; the

others were displaCed homemakers or women who were the sole support of

1*H:1r-families, The two main reasons given for seeking paid employment

were-self-fulfillment ana to obtain increased income. Project target

occupations of greatest interest were airline reservation agent, social

service aide, and personnel worker; there was limited interest in the

insurance sales and electronics assembler jobs.

Most of the women had done homemaking activities such as cooking,

shopping, cleaning, parenting, and money management; however, only 37%

had done home appliance repairs. The women felt that their strongest

\ homemaking skills were parenting and money management. Over 80% of

the women had done some type of volunteer work or community service;

educational activities were the most frequently retorted: Over 90% of

)the women had some paid work experience; nearly one-half had -done

.0

business detail-Uype jobs (secretarial, bookkeeping, typing,,filing,

Most of the women had some type- of postsecondary education. Thirty-

six percent had attended a vocational or technical school, most frequentlys

in sa business program. Sixty-six percent had- attended-college; the most

711
t.J
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freq:Uently reported areas of college study were humanitiiss, education.,

business; and psychology.

!
Table 6 shows t mean EDS scale scores for the 155.1domen who

completed counseling. AS cat be seen, these mean scores ran

high of 2.43 for bank/ce/teller to a low of 2.02 for

assembler.. This table also shols the percentage of mean

on each scale that were at/i4. above 2.0 (2 = T can d. this-fair

I usually do it without'any special problems or difficulty;,I 4:a

//
enjoy doing it). ' On three scales--bank/clerk/teller, creAWcol ect/

workerv,and home health' aide--all item means were above 2.0. ---On-faUr

other scales--social service aide, airline reservation agent, floral

designer,kand photo laAchnician--more than 90% of the item means were

at orikbove 2.0. Three other scales had more than 80% of their items at

or above the 2.0 level. Thus, it can be demonstrated that most of the

items on these scales represent skills that have been developed by the

typical adult woman who is returning to paid work. Means for each item

on the EDS occupational sca s are given in Appendix D.

One question addre ed by this research was the relationship between

adult women'a career interests and the skills they have learned thi.ough

their life experiences. If women's career interests are based on their

experiences, we would expect to find a high correlation between the per-

centage of women interested in an occupation and the mean EDS scores.

This proved to be true. The correlation between the mean ED4 scores for

these occupations and the percentage of women interested in the occupa-

tion was .48. This coefficient is significant beyond the .001 level.

-33
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The reason for this high correlation lies in the fact that many life

experience skills .are acquired because. the individual has a xelated inter-
/

. Apth womencand men'use th- discretionary time (time available

after their basic, re ed, activities have betn completed) to engage in

activities that nterest them! Thus, 'life e rience skills are, n part,

interests.a function of Some life expe ences, however, are the result

-.-

of necessity, not choice. This pro bly accounts for cliff rences such as
,/,,,..,!-- ,

....--the relatively high skill level but low interest 1
4 ..,

vlsa
f,,ez J

ofme health aide. /
..,

6
4*

/ It would havebeen interesting an aluable to determine whether

interests or skills were better edictors of these women's eventual occu-

for the occupation

tepatiola, choices Unfort ately as will be described later, there were

too women empl ed in-any given occupation to permit a meaningful

alysis.

b development with employers in each of'the four locations was

done cooperatively by_the centers and the ETS staff. By the end of this

effort, a total of 112 (minimum) to 184 (maximum) jobsikad been promised

I
by employers through signed agreements. In addition, a number of other

employers agreed to interview women from the project for possible employ-

ment, but were unable'or unwilling to sign an emplOyment agreement. Most

//
of the participating employers received tralaing from a member of.the

project staff,-'in assessing adultiwomen's experiential learning.

The final nymberbof project women employed,.as of June 1980, was a

disappointing 49 (approximately one-half of the goal of 100 women). Two

types of problems accounted for this:
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1. Quiteta few of the women who completed counseling decided

not to take project jobs. Some preferred to take similar

jobs with other employers located closer to their homes;

others preferred to seek employment in occupations not
,

targeted by this project. Consequently, Many 4 the jobs

that had been developed for this project went unfilled.

-

2. General tightening of the job market, whiCh accompanied a
A

sharp rise in the unemployment rate during the siking of

1980, resulted in some employers being unable to provide

jobs that they had expected would be available.

Analysis of 'the women's background factors showed that women who had

been homemakers for 25 years or longer were more frequently employed than

were those who had been homemakers for 15 years or ,tress. However, women

' bver 50 were less frequently employed than were younger women. These
0

findings suggest that the project was successful in helping.the women

transfer their homemaking and other unpaid work experience skills into

paid-employment, but that there may be reluctance among employers o

4

hire women over 50., Women who were seeking employment to find self -
0

fulfillant were less frequen ;ly employed than were those who needed

increased income. Women who were interested in jobs in insurance sales,

electronics assembly,' credit and collection work, and personnel'work wers-
,

more frequently employed than were those with,other interests. Women who

had some vocational education .were more frequehtly.empl9yed than were

.//
women who had attended college.

.The tryout report discussed several factors which there related to

o
.
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the difficulties encountered 4.n the tryout. These included both design

factors and situational factors.. The report made several suggestions for

future related projects:

1. Include adult women with a 'record of intermediate work

experience in low-skill jobs, as well as displaced

homemakers and other homemakers needing paid employment.

2. -Do not set up limits on the types of jobs available.

Try to encompass the entire range of,oCcupations.

NP
Emphasis on."traditionally male-intensive" jobs may be

unrealistic in a program for women who have been home-

makers for many years.

3. Focus on skill assessment and on-job-finding techniques.

The project staff concluded that job development by

women's' centers, counselors, or individuals other than

the person seeking employment is not only time - consuming

and costly, but can reduce adult women's self-confidence

and encourage,future dependence on social agencies.% The

c

job needs and values of.each individual play an important

,,role in final job choice and cannot be adequately foreseen

in j ob 'developmeni.

4. CDonsider,programs in cooperation with local-employers

and. vocational education institutions. Such a program

might provide initial skill identification and career

wunseling,,follawed by placement in an entry-leiel job

and concurrent vocational education to ddifelop the

41

411
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skills and knowledge necessary for job advancement.

5. Planning a project on the basis of national labor,market

projections is probably unwise. It would be better to

concentrate on local employment needs and to develop the

kind of litogram outlined above, combining placement fn a

job and vocational education.

in the fall of 1980; ETS contacted the'employers of the 49 women who

had entered paid employment. Each employer was asked to rate the woman's

over-all job performance and, also, to rate her on the specific competen-

cies needed in the occupation.

Sixty-nine percent of the women were rated "above average" by their

employers in comparison with "all other women currently.in this job"; 50%

, were rated-"above average') in comparison with "all individuals currently
ve,

in this job." None of the women from this project was rated a "below,

average" employee. The women's competency self-ratings were compared with

-the employers' evaluations of them on the same competencies. The, results

for the most commonly reported skills are shown in Table 7. As can be

seen, the women's pre-employment self-ratings of their ability tended ta

be lower than their employers' evaluations of them after six months employ-

ment. This finding is similar to other research which has shown di:atre-.
g

entry women frequently lack self-confidence and tend-to underestimate their
4

ability. The.woien, were rated by their employers as above, average (2.5 or

higher)' on 56% of the skills, average (2.0 to 2.4) on 39% of die skills,

IR

and below ave rage (1.9 or lower) on only 5% of the skilli.

Correlations 'between the EDS scale scores and the-,employeri' global d
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A.\ratings of the women job performance are shown in Table 8. As can be

seen, most of the scales were good predictors of,job performance. There

Were not enough women in any given occupation to determine the differen-
.

tial predictability of, these scales.

Caution must be emphasize in interpreting the occupational tryout

data, both because of the small number of women and the small number of,

employers -involved. It is impossible to determine the extent o which

these findings would be replicated in larger samples.

Vocational Education Phase

This activity was the primary responsibility of a subcontractor, the

American Association of Commdnity and Junior Colleges (AACJC)% In

September 1979, AACJC reported to the project's advisory committee that

the vocational education tryout would be conducted in 18 colleges in four
4

states (California, Florida, Maryland, and Massachusetts), with site

coordinator training-to begin on October 15, 1979. In November 1979,

AACJC notified ETS that training has been completed in 12 institutions.

I

In January 1980, AACJC n.14ified ETS that several colleges had shifted,to

ance.ia-year enrollment and, therefore, the women in these schools could

. .not enter the,vocatlonal education programs until September 1980. After

cansultatiatwith the Departtent of Education project officer, it was

s decided to limit the vocational education tryout.to one marking period,

instead of the two originafiSr.planned.

u Pebivary 1980,4AACJC reported that only three women were enrolled
;

in the vocational, education tryout. However, an accompanying chart showed

that AACJC expected to haveadequate numbers of women enroIled-in-the--
400

o
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programs in September 1980. At the project advisory committee meeting in

July 1980, AACJC reported that they expected to have'a minimum of 18-20

women enrolled in.cook/chef, 18-19 in data processing, 22-24 in drafting,

28-29 in electronics technology, 13-15 in library technology, 11 in print-
.-

ing, 11 in medical record technology, 11-13 in occupational therapy, 14-17
ea.

in respiratory therapy, and 23-26 in welding programs in'September 1980,

However, in September 1980,'AACJC reported that only nine women had

been enrolled in' the vocational education tryout. The report from AACJC

-Stated: \

"The concept of awarding credit for learning external to the
classroom, lab or shop, has gained wide acceptance among post
secondary vocational educators. Where it is not accepted, key-
issues raised 'by cost. conscious administrators,and overworked-
counselors_and_instructors center on problems of administrative
cost and institutional-reluctance to change in these times'of,
dramatic enrollment changes. The sharp risein the number of
part time learners for whom state and-lederal agencies do not
provide adequate support service funds jeopardize the initia-
tion of any new services' that require labor intensive
activities by admissions-T-counselor or instructional staff.
Further barriers were identified in institutional policies
covered by collective bargaining. None of the more thah 100
institutions originally contacted would allow counselors to be
directly compensated by the project. Thus any efforts on the
part of staff were to,be volunteer efforts above and beyond'
the normal dukes. This came at a time when cost cutting
efforts have arply teamed the number and skill levels of
vocational counselors in most states."

After'reviewing the status of the vocational education tryout with the

Department of Education project officer, ETS concluded that it was too late

to attempt a tryout of the,materials in other institutions.

ETS was, able, howeVer; to obtain some information about adult women in

vocational education programs with the assistance oktwo county colleges in

New/Jersey. These colleges had enrolled - -in data procesping, electronics
. V

el 4
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technology, and medical record technology programs--at least 14 adult women

who met the project criteria (high school graduates who had been primarily

homemakers for at least five years preceding enrollment). It was concluded

that, if these two colleges are typical of others elsewhere in the country,

there are adequate numbers of adult women with, extensive homemaking experi-

ence enrolling in vocational education programs. Perhaps at approach .

different from that used by AAdJC would have made it possible to obtain the

trout data. ...

It was concluded that the tryout process was difficult to implement,

7---'----especially in vocationykeducation programs. Some of the problems were

inherent in the design itself; while oth ps were the result of circumstances -

that could not have been foreseen4. The t sic problem is that employers and

vocational educators are looking for a "quick and cheap" way to a seas what

people have learned in a lifetime. Any paper and pencil test at is short

enough to meet this requirement will be "second best" in coii.arison with a

more Beta led, individualized assessment. However, the xperience bescrip-
i

tion Su ry, developed in this 'Project, is a first p toward the kind _gf

screening instrument that employers and vocational educators seem to be

seeking.

4t.

etenc Anal

The development and validation of t e competency lists for several

occupations and vocational education

project./

As indicated/in tPie discu ion.of the transferability analyses, these

rograms was a major activity of this

list-a-we-re-develop

yJ

g_anadaptation of Primoff's

t<

k
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(1975) job element tecrque. This involved two steps: (1) developing= -

through interviews and/iDealysis of occupational literatu r course

and program dea'ariiltions--preliminary lists of the'knowledg kills, and

c,
abilities ,(KSA's) required in each target occupation and vocational edu-

cation program; and (2)lobtaining validation ratings of each list, from
1

nine employers or vocational educators in the occupational area, to deter-
,

mine the importance of each KSA in selecting workers or in determining

advanced placement status.

The resulting draft lists (available in the competency analysis

report) were used in the tryout phase of the-project in two ways: (1) to

obtain ratings, frm each participating employer or vocational education

progi.am, of, the importance-of these KSA's in that particular setting, and

C2Tin the Experience Description Summary (EDS) to determine either the

best match occupation for women seeking employment, or the vocational edu-

cation progrim in 'which the woman would be most likely to receive advanced

placement., Ratings from the individual employers or programs were

necessary because of the variation in skills emphasized in different jobs

or programs. For example, some drafting prOgrams have an industrial

emphasis, while others have an architectural emphasis. Matching on the

-N

."average" drafting program would not be appropriate for such programs.

The competency self-ratings ofithe women who entered employm'nt are
11.

shown in bles 9 to 19. Competency self-ratings'for nine adult women

enrolled in three vocational education programs are given in Tables 20 to

22. ,

An analysis comparing the employed women with the women in vocational

46
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education programs is shown in Table 23. As can be seen, the women in all .

three areas of vocational education consider themselves less able than do

the employed women to negotiate between people and.more able td Cooperlte

with others, do precise and accurate detailed work, do a repetitive task

following a set procedure, and do simple arithmetic computations.

As indicated earlier:the try9ut showed that all but two of the occu-

pational scales (airline re4r(ation agent'and credit/collection worker)

were positively related to global ratings, by employers, of the'women's

job performance. Two of the three vocational education scales administered

in the New Jersey colleges appeared to be measurigg program-relevant skills.

The women who took the electronics technician scale. gave lower self-ratings,

suggesting that this scale may be less valid.

Becedse of the small number of women upon NA= these results are based,

caution is advised in making inferences from these data.

The revised occupational and vocational education rating lists,

Part II of the Experience Description Summary, will be found in Appendix B

and C, respectively:

A detailed report on the competency analysis task is available through

the ERIC 'system OED 204 553).

Dissemination of Findings

The findings of the project were disseminated to all state sex equity

coordinators and to selected vocational educators by Means of four regional

workshops/in the fall of 1981.' Each workshop described:the project, intro-

. duced the two final products (the publications, Making Experience Count in

Sex Equity Programs and Making Experience Count in Vocational Education),

-,

47
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and trained' the partiCipants in con4q4n/g job /program analyses and the usA

of the Experience Description Summg/ Both ,tile yorkshops gnd the final
/ //

publications emphasize adaptin/these materials local needs. Copies of
/ //

materials
.

the'two final publications weri also istributed by mail to the individuals

in charge.of displaced homemaker programs ineach state.

Copies of the two final publications are available through the ERIC

system (Sex Equity Programs: temporary I /CE 029 992; Vocational Education:

/ r
-

temporary liCE D29 993).

/

4

1.

/



106

a

References

American Council on Education. National guide to credit recommendations

forYnoncollegiate courses. Washington, DC: Author, 1978.

Ekst om, R. B., Beier, J. J., Davis, E. L., & G enberg;. C. B. The career

_and educational rounselinvimplications women's life experience

learninf. Personnel & Guidance Journal, 1981, 60(2), 97-101.

Fine, S. A. A redxamination of 'transfer bility of skills' - P.irts I and

II. Mon/t'Ally Labor Review, 1957 ( ly) , 803 -810 -, and (August) 938-947..

Primoff, E Mow to prepare ggd duct job element examinations.

WadhingtOn,'DC: D.$. Civil Service ComMission, 1975.
7

Sjogren,,,Ze Occu ationall - transferable skills and characteri'sfi

Columbus:

1977.

The Ohio State University, Center for Vocation Educ/4_1.bn,

U.S. Department of Labor. DictiOnd of occu tonal t les (4tb/ed.). /1t=.

'/ , /

Washington, DC: Superintendent f,DocuMents, U.S. Government Printing

\/
/ ,

Office, 1977. _---77-- // r

---

/ ye

J



Table 1

Percentage of Respondents Doing-Specifted
. Volunteer gork and Community Service

Frequently and Occasionally or Ever

Acti7itv

Refer others to sources of informdtion and

58 71

52 73

50 71
v ,

(48 53

47 63

58

44 59

42 62

41 58

41 53

40 58

57

Frequently/
Occasionally Eger

4q, 53

34 46

33
_ 57

33 57

33- 45

.

33 44

32 47

32 . 34

.
*.s,

.32 31

31 60

30 52

29 44

29 53

-29 4-4----

assistance
.

. .
.

Respond to telephone inquiries for; information 0

Quantity cooking/or baking
-........

'

Teacn groups of children or adults'

Train others -to work.in volunteei organization

Make written or oral reports 45
., .

Hold elective office-in volunteer organization
.

tying, filing, and..other office work

:hair groups/committe0s

Lead yoUth.grOuPs

Develop an agenda for meetings °

Utilize parliam cary-lrprotedtir

Individual counseling of children, adolescents,
1 ------dr adults' - -

,> .

Counsel groups of ohildrdh, adb1.e4Aents, or adults'

Fund - raising by telephone

Hold benefit coffee or tea
.

.

Speak before large groups
/' .,..--2/

, o . 0.

Beresponsibe for day-to-day administration of
a volunteer organization

mf.

Supervise the work of other volunteeri .

Obtain and schedule-speakers, performers, and films

Be responsible for the distribution.of printed
materials . .

Door-to-doo fund raising
ge

Phone or questionnaire`survey
4

Driving truck, van, bus, or car %

Endivital tutoring of children or 'adults

"Ark with the elderly - ____

,5



Table 1 (continued)

Frequently/ :
Activity . - Occasionally Ever

Write newsletter articles 4-29 45

Codrdinate a fund-raising capaign 23 -- 42

Select, price, and sell items 23 .54

"Dave 1op calendar of events 27 41

.Organize a sale or auction 27 47

Develop a fund-:raising campaign 25 40

Write press releases 25 40

Contact local medics to inform them about
organizacional activities 25 43

Keep accounts 4 ...
24 46 -

/Work:with the emotionally disturbed 24

Coach a sport 24
. i

Organize.a dinner or dance 24 43

'Place articles in the local news media 22 43

Arrange grou01trips 22 41

Be responsible for financial management 2 03
s

Design posters , 21 47 1

Create advertising for organization 21 36

SUbmit budget for the organization 21 37

Perform in shows/concerts 20 31,
Run'a bo.iix office 20 34

leach/superise a recreation program 20 32

Inform the public about political parties,
processes, and/or candidates 20 35

Write fund-raising letters 20 41
i,p,.:1

51
AO*
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Table 2 ......

Self-aatings of Competency

Take responsibility

Help others

Deal with other people

40.grjusc schedule co a variety of

activities and frequent
unexpected changes .

3e self-directbd

Evaluate a'produot/advercisement/
.

informating using your own standards

Analyze a problem
e

Inzerpret ocher's feelings, ideas, and
opinions

Use oral communication effectively

Do precise and accurate detailed work

Coordinate an activity

Make decisions

Compile information about a problem

Do problem solving

41,.Perform work under stressful conditions

Do a repetitkxe.task following a set
procedure

InstruCt others

Evaluat a product/advertisement/
i o ating using somsoneelseis
guidelines

DireCt, control, and plan the
activities of others

Write clearly and understandably

Negotiate between two or more people
or groups of peopl-e.

4

2
r"

1..ercloentage

Very
well

.Fairly
well

Not
very
well

Not
at

all

75 23 2 0

63 35 2 0

61 36 3 0\.

61 31 8 0

57 9 4 0

55 43 1 1

52 43 5 0

51 47 2 G

9 46 5 0

48 40 10 2

40 51 9
....

0

39 52 9 0

39 50 10 I

38 53 8 1

38 50 10 2

37 43 la 2

36 54 9

1

35 51 12 2

35 47 15 3

34 40 22 4

32 51 13 4

52

go,



Table 2 (continued)

Very

Percentage -

Not
Fairly very

Not
at

Ability to:

- $

well well

/

well all,

Supervise oz::lers 29 53 n 2

Influence c:dner pecple 27 58 14. 1

?ersuade others 25 59 14 . 2

Xanage oihers
o

20 58 17 5

Sell .D. product or service',

Do computations/arithmetic

20.

17

43

3%

23

36

12

8

Do Pura raising 15 3'_ 24 , 30
.

O
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Table lAbilIfT3: ranberaty Analysis - 'Employers'. Mean Selection Ratings

Employment Component

0

. u
g

Cu

A

g w
w
0

w g w
. .

k
0 11 p4

m (I . a),
,Ability to:

1. Take responsibility

2. Deal with customers' or
.other people

3. lidjust schedule to a variety

of unexpected changes
-.

.

4
W 44_,

.0
3 (1'

*2.6

2.6

. *2.5

..4
H
f4

1.8

1.5

4. Be self-directed *2.5 .

.....------
J-

5. Analyze a problem *2.5

.,
6. Interpret the-feelings, ideas,

acid opinions of others *2.5

.d*
Use oral communication skills .2.4 1.6

8. Do'precise and accurate
ciao Jed work 2.3 1.4

9. Compile information 2,3

10.. Do problem o 1 v lug 2.3 1.8

11. Instrutr others *2.3

ca

1.6" 2.3

2.7 1\ 5 2.5

)
.

- 210 - - 1.7* 1.6 -
, 1

o.p,
1.4 - 2.4 - 2.0 2.5 -

.1

.

- 1.5 ,
_ - - 1.8 -

- - 1.8 2.4

2.5

2.5 3.0 2.7

3.0 1.0

3.0 4r

- 2.0 0.8 1.0' 1.0 : 1.7 1.5 1.4

*Women's mean pelf-rating met or exceeded all employers' mean selection ratings:



Table 3: Transferability Analysis -

..Employment Component

(continued)

Ability to:

"
a) 44

g 71)4
3 (n, -4

4mployers' Mean Selection Ratings

12. Work under stress -2=. 9 1.6 2.5 1.5 3.0

13. Do-,a repetitive task following
set procedures 2.2 1.2 1.6 2.5 .3.0 2.5

14. Evaluate a product using
someone else's guidelines 2.2 .0

15. Direct, control, and plan
activiLies *2.1 2.0

16. Negotiate between two or
more people/groups 3.0 1.6

17. Supervise others *2.1 0.8 0.0 1.5

18.' Persuade others 2.1 2.3 '1.0 1.5

19. Influence others 1.9 1.5. 1.5

20. Sell a product or service *1.7 1.6 - - - - 1.0.
,

21. Do computations and arithmetic 1.7 1.8 1.8 2.0 - 1.5 -

r.

22.' Do fund raising

*Women's mean-self-rating met or exceeded all employers', mean selection ratings.

2.0

2.4

1.6

1.8 lo6

1.8 1.5 1.6

2.3

1.4 2'.6

0.8 - ,

- 1.8 1.7

0.4



Table 4: Transferability Analysis -
Vocational Education

Component

Vocational Educators' Mean Placement Ratings

4 '0
' U1

$4

uWM
o .-f

Nm 0 bo m co
:.,...

0 V'
0 pL1 0

r-1
0

.ri ,... w p...
0

.. 14 U .r1 2 0 g
O 1.1 CI1 4 u 4
a) '44 ,V: 44 N U .-1 UI-4

Ability to;

1, Show compass4on

2-: Takeasponsibility
.

ikek
.

3. Deal with peMPle_

4. F011ow orders and accept
supervision

5. Carry out written and
written directions

6. Evaluate a product/information

7. Adjust schedule to a variety
of unexpected changes,

8. Analyze a problem

9. Use oral communication skills.

10. Do precise and accurate
detailed .work

11. Compile information

12. ..Do problem solving

CI1 RI /4 (13

P. 1-1 .r-1 14
1:11 LI. (1)

0 w o m .a a) .13 al u xi En 4o o. N ..-1 E.4 (11 E.. U H 4.) H
Ur

LS: 0 04' 0-1 X 0 41

1 *2.8 - - 0.8' 2.5 2.7

*2.6 2.5

2.6 1.5 - 3.0 ?.7

2.6 2.8 ' 2.3 2.5 2.5 2.7

2.6 2.7 2.8 3.0 es..)

2.5 2 . 8 1.7'

2.5 3.0

2.5 2.8
/

2.4 1.7 3.0 2./

2.3 2.8 2.7 2.8 2.3 (

2 . 3 3.0 2.2

2.3 2.2 3.0 2.0

*Women's mean self rating, met or exceeded all vocational educatorsl.mean program ratings:

1

r.



Table 4:

1

Ability to:

Transferability' Analysis
Vocational Education
Component (continued

o
03 bo 0
ai
a T; LH

ai
O 4

..--- i
G ,..,

(..)
---..

ai .1d
f3o w oo

m U

13. Instruct others 2.3

14. Coordinate an activity 2.3 2.5

Work -- 'under dcreL 2.2

16. Do a repetitive task following
set procedures

17. Establish rapport

18. Obtain and verify information

19. Direct, control, and plan
activities

20. Negotiate between two
more people/groups

21. Supervise others

22. Use writing skills

23. Manage others

24. Do computations and arithmetic

VocatIO1;1 Educator/ Mean Placement Ratings

2.0

2.7

2.3

1

2.7

0

//: *2.1 2.0

*2.1

2.1 2.2

2.1

M.

W

rl
00 0 0

r-4 ri 7. 4.1 PN
0 Ai Po . M M0 CO 03 1-44 a- s- -,-i 04
U av In, W
W U 4 u) 4

1-4 u t-1 5 0 1-40 a4 /

2.3

1.8

1.5

2.2

1.9 // 1.5

1.7 2.5

1.7

2.5

*Women's mean self-rating met or exceeded all vocational ecincators mean, rogram ratings.

3.o

61

1.8
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Table 5

Backgiound and Experience Information for Women
Who Completed Counseling,, by Center

7
I. Qualification Criteria

A. ..secondary Educa

(n7155)

Chicago Dallas

38' 35

GED 8 0

B. Years

9

10 - 14

15 - 19

20 - 24

25 - 29

30 -34

35+

II. Background

A. Age

25 - 29

30 - 34

35 - 39

40 - 44

45

50 -5

55 - 59

60+

.B. Race

CI

*Black

Other Minorities

(Asian, Hispanic, etc.)

11

a 2

3. 7

7 13

9 5

7 .3,

1

2 4

r3 . '4 5

10 9

7

5

14 6

4 5

I 0

29 28

14 3

,4

*Percentages may not total 100 due to rounding.

-62

Hackensack Oakland Total %*

46 25 1`44 93%

2 1 11 7%

2 3 21 . 14%

2 1 13 8%

16 3 29 19%.

16 .43 28%

4 6 24 15%

7 4 21 14%

1 2 4 3%

1 7 5%

1 0 7 5%

4
3 16 10%

o

16 6 41 26%

12 3 27 17%
.

9 6 35 23% ,

4 4 17 11%

1 3 5 3%

46 17 120 77%

2 2 21 14%

0 7 14 9Z

4.
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Table 5 (continued)

41.

. C. Current Status

Chicago Dallas Hackensack Oakland. Total Z*

of

Displaced Homemaker 7 1 7 8 23 14.

' Head of Household/
Sole Support

8 6 . 3 7 24 16%

Married i31 2 38 11 108 69%

D. Reason(s) for Return
to Paid Work

(
Get off welfare 5 - 0 0 2 7 5Z

...

InCrease income 19 ib
. ert

16 8 53 34Z

Bettor job 2 1 3 1 7 5%*

Job training 10 '9 6 32 217.

Do something new 7 2 '9 s-, 1 19 12Z

)0 Self fulfillment 18 18 22 9 67 43%

Getout of house 2 6 r 8, 0 16 10%

Other 3 6 19 7 35 23Z

I% Areas of Job Interest

.4* Bank Clerk/Teller 23 23 12 13. 71 48%

Claims Adjuster. 26 13 16 10 65 42%

Credit/Collection Worker i 3 12 5 26 17%

; Electronics Assembler 5 2 3 7 17 11Z

Floral Designer 14 13 11 6 44 28%

Home Health, Aide 13 8 5 3 29 19%

Insurance Sales Agent 1 4 9 1 16 10%

../

Personae; Worker 5 13 43 22 83 54Z

Photo Lab Technician 14 7 u. 11 43 28%

Reservations Agent . . 36 27 38- 19 120 77%

Social Service Aide m -28 24 32 13 97 63Z

Other 6 10 .5 0 21 , 14%

63
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Table 5 (continued)

Chien o Dallas Hackensack Oakland rocal 1*

F. Factors Affecting Job
Availability

4
1. Prefer co work:

Part time 10

Full time 35

Omits

2.t Can do shift work
.

Yes 20

No 26

Omits

3. Can do overtime

Yes 380 .
No 8

Omits .1-

4. Health problems

Yes 2

No 44

Omits '

5. Personal probleits

Yes 7

No 39 .

Omits

. 4

6. Need to locate child
care assistance

"Yes 4

No 42

Omits

7. Need public transpor-
tation to reach job

Yes

No

Omits

19

27,

4 1 6 21

31 45 20 131

3

21 29 12 82

14 15 13 68

5

r
30 45 23- 136

o

4 1 2 15 '

4

5 6 1 14

30 41 24 ' 139

2

i 1 1 10f
34 45 24 142
, *S.

3

3 0 1 8

31 46' 24 143

, 4

3. 2 10 33

30 44 15 116

6

14Z

85Z

53Z

44Z

88Z

10%

9Z

t90Z

6Z

92Z

5Z

A2Z

21Z

75Z

or
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Table 5 (conti ued)

III. Experience

A.

Chicaro Dallas Hackensack Oakland Total I*

Homemaking - Do/Have Done

Honey management -40 24- -43 25 132 85%

Parenting 41 29 46 21 137 88%

Nursing 35 28 41 19 123 79%

Cooking 32 45 26 146 94%

Cleaning 3 32 44i1 26 145 93%

Shopping 31 46 26 146 94%

Home maintenanc 3 31 41 20 129 83%

Repair =MSS 22 8 20 8 58 37%

Horticulture 37 26 39 20 122 74%

B. Homemaking - Do Best

Money management 12 7 11 7 37 24%

Parenting 14 11 17 7 49 32%

Nursing 0 1 4 0 5 3%

Cooking . 5 4 7 3 19 12%

Cleaning 0 2 0 1 3 2%

Shopping 6 1 1 2 10 6%

Home maintenance 5 2
4.

2 0 9 6%

Repair appliances 0 0 0 0 "0 0%

Horticulture 1 0 1 i 4 3%

Other 1 3 4 4 12 8%

C. H g - Enjoy Most

M ey management /41/ 10 3 4 5 22 14%

atenting , 10 9 15 5 39 25%

Nursing 1' 0 1 r 3 2%

Cooking 6 6 8 4 24 , 16%

Cleaning 0 0 0
,

' 1 1 IX'

Shopping 3 3 . 2 0' 8 5%

Home maintenance 5, 5 4 3 17 11%

Repair appliances 0 0 0 0 _0 0%

Horticulture 3 4 6 . 2 15 12%

Other 5 -. 13 7' 4 . 19 5%

s

.

9
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Table 5 (continued)

Chicnro Dallas Hackensack Oakland Total 7.*

,t

D. Volunteer Work Experience
(1st activity mentioned) 4

Religious:

Administiation

Indirect /Socialization

Direct Service

Member Only

Political:

Administration

Direct Service

Other

None 19 43% 4 11Z

Health:

Administration 1 1

Indirect/Socialization 0 3

Direct Strvidez 0 5

Member Only 1 0
-1,

Education:
r

,

1
Administration 2 ?

Indirect/Socialization el. 4

Direct Service 4 1

Member Only 2 1

Citizenship:

Administration f 1 . 0

Indirect/Socialization 0 0

Dirac Service 1 4

Membe Only 0 0

Recreat n:

Administration 0 0
s

Direct Service 1 0

Social Welfare:

Direct Service 0 1

Civic Action:

Administration 1 3

Indirect/Socialization 2 5

pirect Service 3 0
Member Only 0 0

. 1 0

'4 0

2 0

0 0

0 9

- o 0

0 2--

0 5 19Z 28 18%

___.2..__ ___ Q ___ 4

2 3 8
_.-,

0 1 6

,
1

.

0 2

4

5 1 10

6 1 12

4 5 14

0 1 4

.
Iwo.

0 2 3

0 1 1
-.

5 0 10

1- 0 1

1 0 1

0 0 1

1 1 3

2 1 7

1 0 8

3 0 6

1 0 1

:tvo L/ ki

4 0 -5

4 1 9

4 0 , 6

0

X.
1

l 6

o 1

0 1

e
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Table 5 (continued)

4

Yo ,
Chicago Dallas Hackensack Oakland Total %*

E. Volunteer Work Training

'k1- Yee

No ,.

_
Omits

F. Prevfdas Paid Work Experience
(most recent job):

None

01 Artistic

02 Scientific

03 Plants A Animals

04 Protective --"t?

05 Mechanical

,,

,06 Industrial

07 Business Detail

a) Administrative Detail

b) Math/Finance Detail

1

c) Oral Communications

d) Records Procissing

e ) Clerical Machine Opr.

f) Clerical Handling
. .

08 Selling

09' Service (waitress, '.
beautician, etc.)

0

10 Social Service
(nursing, eta.)

11 Education/Library

Other

5 12 11 5' 33 .21

15 '' lb 20 10 55

26
_ s

13 17 11 67 43%

1

f!
0 0

.._

0 0 0 0%

1 1 0 " 2 1Z

2 . 2 0 2 6 4%

A
1 0 0 1 2 1%

21 16 18 /- 11 66 47%

6' i 21 15%

t ,

4 3 ,3 4 a4 In

3 * 3 2' 1 9$ 6% A
.0

2 0 3 2 ° 7 5%

/ -

2 3 1 8 6%

4 , -.1° 0 7 5% ,.'

1 4

3

3 4 3 11 7Z
.

0 '1 2 ' 1 4 '3%

4 2

1 1

8 4 2 1 15 11:

2 5 12 . 8%

2 9 1

10 1. 17

,

35%

-

2 1Z

10%
I

12%

1Z

Jo

1

O.

%1/4. °

I

1-

O
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Table 5 (continued)

°

g

r

,,,

0G.

.

A A

H.

..

,

*

On4the-Job Training p

Yes

No

Oiits
. .

Post-Secondary Education

None
,

2
1. Voc-Tech
0 (1st school only)

Business ,

Communications

Arts/Humaitities,

Home Economics

He41th

r; Marketing .

Perional Services 0

Other

2. College
(1st college only)

..Engliih, Journalism

Fine Arts, Music 0

Home iionomics '-'

Science & Math N

Nursing

Humanities

Social /Poli. Science

Anthiopol9gy

Psychblogye

Chicarlo Dallas Hackensack Oakland Total %*

11

23

12

13 28%

17 37%

13.

. 0

-1.

1

1.

0

2

1

24 -52%

0
1

Ot

2

IP

6

'.1

0

08

18

9

4 11%

12 34%.

2

1

2

1

2

1

3 ,

. 0

25 71%

4

3

2

O

0

2,

0

1

10

25

'4.3

4 8%

13 27%
.)

, ,

-: 1

2

, 0 '1

- 1

ive
0 r

1

0

39 81%
s.,,

3

f 0

:, 0

4

0

4 5

'''' 1

1

8

4

14

8

,

3 12%

14 54%

9

0

Q

1

2

0

i
1

15 58%

0

O.

2 o

2

1

4

0

0

0

0,

33

80

42

+:24

56.

30

2.

5

3

6

1

7 '

2

103

7

4

4

8

2

17

2

Z

12

21%

52i

27%

15%

36%

53%

3%

9%

5%

11%

2%

12%

3%

,,66%

7%

4t'

4%
. 0.

8%

- 2%

17%

2%

' 2%

12%

Education

Social Work

ansiness

Other/not ',specified

3' College'Degree

Yes

2

0

4-,

.5

7 2 Z'

1

6.-

10 "-40%

11

0

3

_ _

24 62%

1

1 .

1

3

5, 33%

16

1

13

10

46

16%

1%

l31

10%

44%

4
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Table 6
V .

Mean EDS Sc,,(1,1s,;Sres,-Percentage of Items Rated 2.0 or Higher,

and,Percentage of Women Interested.in the-Occupation
(n=.155 women)

7.'of Items

4.ated 2.0

Mean' or

Reservation Agent:- -2.37 94

st.

% of Woman,
Interested-

,

in

Occupation

77

Berl Clerk/Teller- 2._43 100 46

....

Claims Adjuster 2.28 88
t

,42 ,
--

Credit/CollectioniWorker 2.30 100 17 -

.

Electronics Assembler , 2.02- N - 11
,.N.

,

Floral Designer

Home Health ,Aide

"Insurance Sales Agent
, ,

Personnel Workerr
Photo Lab Technician_

Social' Service Aide

2.21

2.39

,.,

92

'
. 100 '

1;*

2.20 85

-b .

2.21 - 87
r

,2.40 91

# 2.41 97

Correlation- betwaea EDS mean and percentage of women interested in

the occupation = :48

r-^

28

19

10 '

54

2£

t

63

Alb

a

(

r.
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Table 7

_Mean Employer Ratings Compared with
Mean EDS Self-Ratings of Employed Women

am/

Employer /Women,., Difference
N.

.4

- .6

1. Take responsibility . Z.8 2: 4.

2: Compile information 2.8 ,/ 2.2-

3. Be-self-directed and work independently 2.7 2.2

4. :Follow orders and accept'supervision 2.7 22.6

5. Cooperate with other wofkers 2.7 1.8

6. 2.7Be reliable, punctual, and conscientious

7. Do precise and accurate detailed work
7 2.0

8. Do ,a repetitive task following set
procedures .7 1.7

9. Deal effectively with people/customers 2.6 2.4

10. Show compassion for those with problems 2.6 2.7

11. Establish rapport with people of
various backgrounds 2.6 2.3

12. Do simple arithmetic computations
.

13. Keep neat and accurate records 2.6 2.2 -

14. Negotiate between two or mofe
people/groups 2.5 2.1 t

,,.

t
15. Solicit and make use of negative

and positive feedback, 2.3 1.8

16., Respect confidential records and
information 2.5

. Q.

2.8

17. Think and behave rationally in an
emeigenbyor confrontation 2.5 2.1

.18. Sell a product/service 1.8'

A

.5'

.1

11

0

.7

- .3

- .4

- .2

- .7
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Table 7 (cOOtinued)

Ability to: Employer Women Difference

19. Carry Out oral/written directiOns
of some complexity 2.5 2.5

b
'0

20. A-efer others to sources of information
and assistance .2.5 2.6 +

O

'

21. A.djust.schedule to'-unexpegted changes;
be flexible 2.4 2.6 ,

2_2,Ial=pret the feelings, ideas, and
opinions ofi others

23. Instruct others

g4. Set priorities

25. , Be c.ft.etitive; strive to better
pe, ormance

2.4 2.8

2.4 2.1

,+ .2

+ .4

- .4

2.4 '2.0- - .4

26. Analyze a problem. problemi-soiving 2.4 1.9 -..5

27. .Ev e a product using stated
guidelines

28. Superviselor manage others

29. Learn new information, rules,, Or-
--, procedures. c, .2.1.

30, Usetwritinf skills 1.7
r.

2.3 2.0

2.4 2.1 -- .3

2.4 - 2.2 - .2

-MAnage.time,asd schedule attivities

32. Use oral communication effectively _4

'33. Meet Accountability ,demands of othersA
34. Obs5rve safety pretautions ma the job'

35. Perform work underr stress

36. Persuade,pr influence others,,

-or

213 2.1 - .2

2.3 2.1 - .2

2.3 2.4 + .1
--

2.2 . 2.1- -- - .1

- .3
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Table 8

Correlation Between Women's Mean EDS Scale Self-Rating
and Employers' clobak.RatingS of Th4; Job Performance

(71 ratings)

Airline Reservation Agent

Bank Clerk/Teller

-.26

.21,

Claims Adjuster. -.02

C itiCollection-Workei. .61

ElectrOnics Assembler .32

Floral Designer .46

Home Health Aide .54

Insurance Sales Agent .65

,,
Photo Lab'Technician .41

I

`re

4
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Table 9

Airline Reservation Agent Skill
(Employed Women)

4

Ability to:
Mean

Self-:Rating

Manage time and schedule activities .4

Advise people by telephone

Refer people to sources of information and assistance

Direct, control, and plan the activities of others

Do arithmetic computations

Learn new information quickly

Use a typewriter

Fro/ orders and accept supervision-

Persuade others

Plan travii.--

Sell a product or service

Arrange group trips

nvey information by telephone

Obtain and verify in

2.5

2.7

2.0

1.9

telephone

Demonstrate kdowledge of the United States and or o

4 countries

Use questioning skills

Use listening skills

1.4

2.6

2.2

2.4

1.8

1.7

3.5

2.6

2.2
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Table 10

Bank Clerk/Teller Skills
(Employed Women)

Ability to:
Mean

Self-Rating

Make change quickly and accurately 2.2

Greet and serve large numbers of people while maintaining a
.pleasant, alert manner 2.4

Ufiderstand simple checking and saving accounts 2.6

Respect and_safeguard the privacy and confidentiality of
f1nancial records and transactions 3.0

Learn details of new procedures. quickly 2.0

Interpret an nrgantzation and its system for the delivery,of
services to the public 2.0

Demonstrate sensitivity toand awareness of community
attitudes and concerns

A 2.3

Establish rapport.with individuals of diverse backgrounds 2.4'

Establish end maintain financial' records 2.2

Use business forms 2.0*

Deal effectively with customers, 2.3

Work as a cashier 1.6

Use an adding machine
ti

1.8

Be 'punctual and careful 2.8

Follow order d -=arcs sups rvi is 2.8 '

.

ndle unpleasant confrontations_ cheerfully ;.2

Inspire trust a 2:8

Think and behave rationally when dealing with an 2.6

4.

41:

0
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Table 11

Claims Adjuster Skills
(Employed Women)

Mean
Ability .to: SelfRafin

Develop and maintain current gilds 2.3

Keep records and prepare reports. 2.2

Obtain and verify routine facttial information 2.6

Present arguments Shd evidence to support a,position 2.3

Establish rapport with individuals of diverse backgrounds 2.4
.

Determine the urgency Of a problem and handle it appropriately 2.5

Respect the confidentiality of records and personal information 2.9

Deal with interpersonal problems 2.5

Identify the needsof a person in a crisis situation do' 2.4

Conduct negotiationi with an awareness that compromise may be
necessary 2.4

Establish priorities 2. 6

Read insurance policies, contracts, legal agreements, etc, with
understanding 1.6

Conduct a search of legal documents to obtain information 1.8.

Select data to document,a statement ,

Develop a plan to investigate a problem

Define and delimit the basic issues of a problem

. Use contacts conatrtively *hen dealing with prOblem.

Gather information by interviews, confirming factavand
locating data7

Prepare reports'conitaining factualevidence
i , .

c

, .Do accurate detailed work ..
,. . , ,,t,

Perform work under stressful-conditions'

Do computations/arithmetic

2.0

2.0

2.2

2.2

2.2

2.0

2n
I

2.2

2.0

2.3

1.3

2,4

-

-

Learn complex informiarion,

,Elicit and convey information over the phone

Do fund raining by telephone

,Demonstrate good' oral communications21.11§

g.

si) .0
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Table112

Credit/Collection Worker Skills

i_Ability to:

Read,TWrt , d speak'English fluently

Understand legal and'finan erms

Judge the value of cars, furnishings, an

Establish sand maintain-detailed record's

objects

Encourage the development of "common sense"

Demonstrate knowledge of laws thatcan affect finances

Use techniques of conflict resolution

Be self-motivated, serf - starting

Be competitive, Strive to better performance

Work under close supervision '

Remain calm,.firm, and busidesslike during confrahtations
with people

Negotiate between people

Mean
Self-Raring

2.8

1.8

2.2

2.1

2.6

1.8

1.8

2.4

2.4

2.0

2.9

2.5
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Table 13

.Electronics Assembler Skills
(EMployed Women)

Ability to:

Work steadily at repetitive manual tasks

Use a soldering iron

Read a blueprint or diagram

Explain how things work

Do'arithmetic computations

Attend to detail

Do electrical and/or small appliance repairs

Assemble children's toys and/or play equipment

Do preci and accurate detailed work

Organi e a project into its component parts and determine the
Iquence in which these activities need to be performed

Establish and maintain procedures to monitor work quality
and quantity,

Meet accountability demands of others

Observe safety precautions when
-

using tool- equipment
machines

Make mechanical repairs on

//

Mean
Self-Raiin

1/.7

1.4

1.7

ehold items

Do work utilizing tools

Do crafts., s as weaving, stained.glassg macrame, j
m_. etc.

knitting and crocheting and /or needlework.%

Be reliable and punctual

,Be willing.to,continue learning new information

/ Work with hands quigkly and with dexterity

4

1.5 .

1.9

.,0

2.8

2 . 8

2'. 2
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Table 14

Floral Designer Skills
(Employed Women)

Ability to:

Apply 'principles of color, texture, and design

Use aesthetic uideiines (balance, proportion, etc.) in
planning floral arrangements

Use scissors, knives, and wire cutters

Maintain cut flowers in proper condition

visualize how a completed floral arrangement should look

Identify flowers and plants by name

'Interact pleasantly Witioustomers

Do simple arithmetic computations

Establish and maintain financial or sales records

Follow directions and accept supervision

Sell a product or service,

Use artistic sense

Be areative

eV

7/

gel

1

Mean
Self-Rating'

- 2.2

j\.

1.6 /

2.0/

3

A

1

1.8

.1.6

2.4

2.0 0

2.1

2.4

1.8

2.0

2.0'

A
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Table.15

Home Health Aide Skills
`(Employed Women)

Abilityt to:

Mork with'che elderly

,Work with young children

Mean
Self-Rating

J ,

0.2

2.l

Supervise children 2:1

Show compassion for those with problems 'P 2.7
4

Recognize,and.dea/ with-medical emergencies 2.0

Think and behave rationallywhen dealing with an emergency 2.6,

Provide Standard first aid

Assure ;that a patient gets proper rest, 2,2

Assure that a
#

patient takes medication as ordered 2.3

Feed a patient.
, 1.8'

Maintait'clean and hazard-free living quarters !for A patient and/
or family

2.2 ,4

Respect a patient's/famiWs need for privacy and confilentiality 2.5

Evaluate'and adapt a home in terms of a patiLt'sdisability' 1.6

Help a patient develop waytof coping' with the demands-of daily life

Assist a patient in the use of special eqUipment
. {wheelchair,

crutches, etc.)

fncourage,a patient to de;Jelop social skills

,Care for the .physi'ca'l and emotional needsrota patient, family,
and/or children , , ,

Maintain hygienic conditions for epatient, //

1.6

1.3,

1,5

Provide for the physicaeand emotional comfort of a patient 1.6
4

Encourage and aid.iaAle-developmeni,tf self- sufficiency Tor a 4. A

.patient:withinthe limits of his/her,illness 1.7'

Document patient progress 1.4
;,

oral rAports about a patient 1.8.Make
, . /'

Recognize the side effects of.commpn qedicatian 1.6

Establish rapport with indi'vidua'ls of Averse backgrounds 2.4.

Be tolerant of the varied life styles of people 2.6

Encourage Eh

Perform work

development of "common senpeq

underfstres/sful conditions

79

4

. 42.2.
. . .

e
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Table 15 (continued)

Akjellty to: 4 li,.. .=*.
.

FollowlorderslandaCcIttt' supervis4on

Direct, control, and' -rah theactivities

Be self-directed i... .
.-

Se flexible ',- ,.' °" '; ' 4'

.21arr menus and prepare- meals

o'f -others

V e0

Demonstrate a knowledge of the basic rules of nutrition '
or

Evaluate the'freshnesS:and'quality of meat, fish, poultry,
vegetables, and dairy -products

Evaluate the quality of 'purchases made
.,

, Ob erve special diet rules

i'
re and store food so as to conserve nutrients,

r .
a

i e ,11

.

.

to

0* . -, `" '.
%

el
4. ,o ..

,

I

ti

,,

?Stan

Self=katinsz

2.7

2.2

2.4

2.6

2.4

4.6.

2.7

2.7

2.2

2.5
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Table 16

s.

Insurance Sales Agent Skills

.(Employed W9men

Abili:y to: 4 ,

Influence otheepfoplw
4 ,

.

Interpfet the feelings, ideas, and opinions of others

Wo'rk, under stressfiil conditions
.

>, DO afithmetifo computations
.

for

- Metn JN,
Self-Fating

2.2

2:4

2 "4

8

Analyze a problem, and. act on that ,analysis 2 2:-
.

,

Obtain and verify information ..
?

Present arguments and evidence to support a pos ion .2.2

Hake an effective- oral presentation
. !2.6

Select insurance poli4es and plans,that-best meet a family's
C' needs and CircumstanCes ' 0 1.4

i
.

Establish rapport with individuals of diverse backgroundd 4 2.4

Assess potential 'markets ..-8 P
Deveiop'goals and plans for an ctivity t.V.thci. n e constraints -: ,r' r

,

of tIme, mog
,ney, and personne , . 2.2 , e

. -

Evaluate' effectiveness in,meeting'goa and ttMilra les , . i 1.9..

Identify the resources (people,. time, m ney, authority?eeded,
. toaccomplish an objective

..* I

°Establish
.

and mai ain'. procedures to monitor'work quality
.

and quantity
.2.

.

-- ' 'Solicit and' matte constructive_use of positive an
,.

d negative feedback,
,

.

Keep tecords:Olf individual or group progress .

°

Use conu..Ctsconstructivery

Deal with rejection

' Deal with adversity

Motivate people.

Work independently

00-fund raising'

Direct,the sale-of a product or service
4

44P1

Organize a.sales program ,

'Copiete with others

Be self-directed

t°

°

1.8

2:2

2.0

.2 6

2.3

2,2

.1.

,

2.6, ti

1.

2:0 a,

1.2
,k

. 14: 0 '

7.

- 2.2

b

',t
4".

?--11
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Table 17

Rarsonnel Worker Skills ,
(Employed Women)

Write accurate, complete reports

Respect and observe precautions concerning confidentiality,of
information

Follorw complex procedures precisely

Follow orders and accept' supervision

Learn,details of new procedures quickly

Meet accountability demands of others

Mean
Self-Ratina

2.4

2'. 3

2.9

2.1

1.9

`Use a typewriter i.3

1.8

1.4

2.0

Establish and maintain fiscal records add procedures

..E4iain the ratiouale fqr various kinds and amounts of insurance,
.(health, life, eec.)

Deyelop specific goals and plans fdr a specific aCtivity;.operating
within ccnstraints of available time, space, and personnel,

Identify methO'ds of evaluating effectiveness in neeeing goals .a.4d
objectives .2.0

.gstablishpriorities based on the importance of each ObjctiVe to

goal attainment and on the resources ova lable 2.1
o.

Niork 'creativelYwithin the structure of relationships and the
setting of an iiganization '

-,
2.4

/Delegate responsibility 'and establish accountability methods to
Aettrmine:ii thee responsibilities have'been met 2.1

Help' peoplq see the rg40ance of their.organizational experienCe*
to thiir Ipng-range career goals and/or pers'Onal development 1.8

Develop and maintain a system of evaluating job performance . 2.0'

I Conduct salary administration add/or Performance reviews 1.6

Handle out=plecements and4or job terminations 1.0

'Plan and #plement perogr4ms for staff' development 1.6

Deal with employeeyse-lations problems, 1.9

Plan and mOnitor evsetirement progi4m. I
12

11

Plan'and'implement Personnel,policies 1.6.

Prepare job descriptionp

46

cy

1.7
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Table, 17 (continued)

Ability to: Mean
1

Self-Rating
Select and/or recruit individuals for a variety of jobs 1.8
Provide orientation to personnel new to an organization. 2.0
Arrange,fOr and monitor thejob training of personnel
Abide by an organization's standards-

2.3
Obtain and verify routine factual inforption from individuals 2,4
Identify training needs

2.1
Develop training manuals

1.2
-Aetermine the, suitability of various training approaches for

individuals with different' backgrounds and experiences 1.4
Establish rapport with individuals of diverse backgrounds 2.4
Use questioning skills4

2.2
Use listening skills

2.6
Negotiate with others

Z.3,
Deal with unpleasant confrontations 2.0
Be outgoing and gregarious

2.2

0 '1
0%,
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Table 18

Photo Laboratory Technician Skills
(Employed Women)

Ability to:

Make fine color discrimihatibns

Mean
Self-Racirla

2.2

Work steadily at simple repetitive tasks, following a set
'procedure 1.9

Follow directions 2.6

Train others 2.5

Supervise others 2.6'

Sit still,for long periods of time , 2.2\

Evaluate a product using stated guidelines 2.4

Do precise and accurate detailed work 2.4

Take responsibility" '2.7

Follow orders and accept supervision 2.6

Learn and apply rules 2:4

Q 4
Ll4-4t

1
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Table 19

SocialService Aide Skills
(Employed WoMen)

Ability to:

Carry out oral or.written instructions

Accept supervision

Learn and apply the rulgg-Of an organization or agency

Develop or tlaintain current,files

Keep records and prepare reports"- -----

Understand and fill out forms

Articulate the philosophy of an- organization or agency

Interpret an organization and its system for the delivery of
services to the public and to Peonle in need

Identify groups to whom social services should.be directed

Bdentify.representative% of other organizations 'Deaf the government
who should receive information about organizatiofta2,"4h agency
activities

) 2.0

Kelp others inforMed abbut progressin written.or in oral form 2.1

-Establish rapport with individuals-of diverse baCkgrdunds 2.4,

Establish rapport with slerson seeking advice 2.4

Mean

Self-Rating

2.6

2.7

2.3

2.2 .

2.3

2.4

*2:0
-

2.2

Serve as a °sounding.board" for those with problems
.

. -2%5 .

Use questioning skills 2.3--
, -

Use listening skills
. .

Respect and observe precautions concerning the confidentiality
of information,. , 2.8

Provide'advice and informal counseling
. 2.6

Gather-iFformation by conducting interviews, confirming facts,.
and locating background information 2.4

4

e

Prepate reports sontainint factual data and documentary or
_

\ other evidence 2.0 .

Motivate and persuade people 0 2.0
0

Do typing
. .

6.

,----
1.4

-,
_Da_clerical wink (filing, etc.)' 2.0 r ,-------

.

________________
,i,

,

Make written or oral reports
_

, ' 2.0

0 Refer others to' sources 'aid information and 2.6

,J

N'



-68-

Table 19 (continued),

Mean
Ability to:

. Self-Rating
_Interpret for non-English speakers

/\ 0.8. 1. 4. .

Show - compassion
. 2.9°, ...h.

.

Show empathy, .
'

'2.6

Write clearly
2.6

Take constructive 'criticism
2.4

14

4

P

a.

a

3
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Table 20

Job-Specific Skill Self-Ratings for
Nine Adult Women Enrolled in Data PrOcessing

(Scale: 3 = do Well; 2 =o do moderately w
1, = cannot do easily; 0 =.ca, et do)

Usesstep-by-sttp,logical rea . ing

Carry out oral and tten instructions

Learn and y rules

T

Mean

2.7

of some complexity

2.8
O

pron.:am-solving and decision-making skills 2.6
O 0 Of

Analyze and summarize data
2.4

Make inferences from data 2.5

Develop and use charts to describe a program's or pojectrs
work floc* .

Perform arithmetic operations with signed numbers

%Do simple algebra

Use a pocket calculator

2.2

2.8

2.3`

/2.9

Use a typewriter /computer terminal
- 2.4

Think logically :
42.4

Do mechanical or home repairs
.1.2

a project into its component parts and determine'
the order in which these must ,be performed

. ;

2.6

.r

6.
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Table 21

Job-Specific Skill Self- Ratings for
Nine Adult Women Enrolled in ElectrElectronicsics Technology

(Scale: 3 = do well; 2 = do moderately well;
6 1 = cannot do easily; 0 = cannot do)

Ability 4
6

Mean

Make electrical wiring and small appliance repairs.-
dh

1.2

Identify an electrical circuit and it components 1.1

Make mechanical repairs on household.items 1.9

Care fo,sthe equipment used in a home 2.7

Carefor and make minor repairs on an automobile 0.8

Use common )and tools correctly and 'safely 2.1

Use common measuring instruments 2.6

Observe safe work habits in a workshop 2.2

Use safety. precautions when working with tools and machinery 2.2

Identify common mechanical drawing instruments 1.3

fake pictorial drawings."' 1 1.6

Convert a pictorial drawing to a schematic drawing

Prepare scale draWings 1.1

Identify commonly used house wiring symbols 1.2

,

'Detect 'potential safety hazards in items

Identify and correct lafety°problems such worn wiring 1.4

Carry out oral and written direct s of some complexity 1.8

2.6.

1.7'1

Learn and apply. rules
a

Organize a projec nto is
these must be erformecomponent

parts and determine
wthe ord- n which t pd

0

^
88

2.2



,

- , : - #

. f.4'1. \t
. ., .

NI

4. ' gr.
IN 4*

W

b. a tr... 1 ,

1: IX * \
l 2....

%

... . '...
' . .* ...*

.-71
,.,..,

... . I'Ld 0 ." 2
. w 1

.14
rw .-1.

.,
/-

,..t

4. 'Y .. . ' . ... . ... "V .r .,:.

, . w
. 4,11Able 21 (continud) ..,... ivkl ...

. - .c 44 -
.

, .

.

y.

Ability to:'

;
.5

, ra

Develop anduse flow charts

.

`
11.

Mean

; 2.0

Establish and maintain procedur to monitormork qualiry
and quantity 4

Analyze a problem

Solve a proble

/ i.7

2.7

2.6

Do prec e and accurate detailed work 2.3

a repetitive task following a set proCedure 2.2

DO arithmetic computations 2.7

Do stained glass work, jewelry. making, or other crafts that
,involve soldering 0.9

'Do arts and crafts that involve etching 1.0 r

Build a-radio, hi-fi, or other electronic items from a kites. 0.9

z

. .

r--

ti

89

4

ti

a

S



O

\

/
4\ -72-

Table 22

Job-Specific Skill Self-Ratings for
Four Adult Women_Enrolled'in,Medical Record Technology

(Scale: 3 o do well; 2 . do moderately well;
1 = cannot do easily; 0 = cannot do)

,0*

Moan

=Abstract information with accuracy 2.50

Code and catalogue or index information
_ 2.0

Recognize And smmatize patient information -2.5

Demonstrate familiarity with medical terminology 1.5

Demonstrate a.basic knowledge of human anatomy terms 1.8
A

Spell correctly

Use correct medical terminology for common diseases and injuries 1.8

o
Define common medical terms 1.8

Use medical dictionaries and other medical terminology references 1.5-

Treat medical information as confidential

Do al betical and numerical filing accurately
4 "

Do recise .:nd accurate detailed work

Carry out oral. and written instructions'of some complexity

earn and apply rules
0

2.2

2.8 k

2.5

2.5

2.8

Respect an4,Aserve precautions-Concerning confidentiality
of information 3;0. 0.

Read, understand, anlyxplain medical consent forms 2.2

7.7se a medical library 240
, #

-hoilihWork
.-

o. h.in a hospital, nurngme, r other medical setting 2.2

accurate records of health care
F)

1.5
A



A

Ability to:

,
Table 2 (continued)

rather informa on by locating background data

Assist 'alt. the maintenance'of medical records

Use a t ewriter

Dev op and maintain current files

eep records and prepare reports from them

Obtain and verify routine information

Prepare reports yontaining factual d

MN

as

Mean

2.2

1.5

2.2

2.2

/
r 2.0

2.0

2.0

Q

L
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l'ralisferable Skills Comparison - .

"'Employed Women and Women in Vocational Education

4.

c

...,- 400....0

. 4 ° , tmployod --Data mod 1.1c
tl.:ili . 212-,P--i"."'" .T.'N .' ,Womme4. .., ?roc. Diff. f 1, Tacna Miff.

1.

road

..'111444;..,,,:t ,2.4 -"---.. 2.6 .0.2 ''. 2.7 5 .012
ce

.2.3 0.,:l..../

4.% .

"' I'Vr . e .

2. 044 .7(4.11131y vlib Poople/cnocobats 2.4. 2.4 !O.": 2.4 .0 A i':4 ..1,4 :,. - .,2. A4:ust tkedsl to 011719114104 abuts.: A
tot:Asada " 1.6 2.J -0,3 2 -0.2 2.2, -0.4

. , 1. .1f-directed .sd vett Ladapsol:scly Z.: 2.3 .0.6 2.3 .0.1 .3.0 .0.4411.

,c.

S. Isit4rotrt no t.olIcia. Slow. And
Opislons at 018608 2.2 2.1 .0.7* 2.6 -0.2

6. Inocruct oasts '' 2.1 1.2 -0.3 2.0 -0.1 2.0 -0 1

?attars rutk usdat sties* _ - 2.1 -1.6 -0.2 2.0 -0.1 4.'3

2 p.sact.t. bates.. ro..00 sat. pompla/ %
stoup* 2.3 1.4 -0.1* 1.4 -0.14 1.1

1' Pelsuado sad/of SaiSuesdiS oliosts t.4. 1.6 -0.3 1.3 -0.1 i 2.2

10. Tallos oidsts red Otspt supervisios 2.6 2.3 -0.3 2.6 0 2.1 .0.2

U. 3.48,80.1. vote aanan 1.6 2.4 .0.60 2.1 .1.104 3.0 .1.244

U. .SolltiC end sak. 4*4 of mc48tSve .40
posttivo.lsoft.scit . 1.3 2.2 .0.4 1.6 .2 2.3 .1.0... -0

1). Plias. Casa sad *tkedoLs acalvicles 2.0 2.4 4.04 2.0 0 2.3 40.20

14. 3.1 ptlatiel.. 2.0 2.6 .0.64 2.1 .0.11 2.2 .0.1

L). lorpoct c.ohdoocial records omi
Lolormcios 2.11 2.1 .0.1 t 2.3 0 2.0 40.2

16. to te1i.ble. pasetusl. as4 coucisosious 2.7 2.2 4.1 2.3 .0.1 2.3 .0.1

17. Skov caradslos tot the.. vicb problems '2.7 2.4 -0.3 2.6 -0.1 3.0 , .0.30
13. Eac.olish t.poort *lib tadividuois of

divots. barkstemeda 2.) 2.3 0 2.. .0.1 2.0 .0.74

II. Thins add Marc cslaly and tattoo...117 r
411 12 as asotgoacy 42.1 2.0 -0. 1.7 .4.4 2.5 *Ls

N
20. 3. competitive; strive to Oettat

portar6mace 2.0 2.1 .0.1 2.0 0 2.3 40.3

21. Saal7te problem; do problem oolviag 1.) 2.4 40.24 2.7 .0.04 2.2 .0.3

22. uos ots1 caomusicotioe o1300tivol7
' 2.1 1.6 4.3 2.4 .0.3 1., 2.0 -0.1

23. 0o prstias asd a/scorns detailed vork 2.0 2.6 40.64 2.6 .0.6. 2.3 .0.34

24...Camila to/Grantee 2.2 ,f.4 .0.2 2.4 .0.2 2.2 0

23. Do repetitive task toliovios we
scrod/ores

.
"2.7 2.4 40.7. 2.3 .0.66 2.3 .0.35

/

2.3 , 0

c a

Sv

:°1.

.0.)

26. Evaleaca a product wane 6140554
sults/lass 2,1 2.2 40.1

2.2 1.11 -0.3
27. Supervise *r sans', *abort

26. 211 producc/aervles

2). 0. lmpla atiebam'iie cammtatiam.

10. teens aad Amply saw istaraactoa roles.
or procsdutss 1.1 2.3//' 42.2

31./ Moot &cal...cab Sley Lead& of *Chore 2.1 2.1

32 Carr/ 41 team dltootioss .4
s asap 2.3

/32. 0,41 Writing skill* 1.7

/2.1. c sod &rousts retard* 2.2

I )2. Saber bars to seats. ofrisformatios
1141,111SCISCS

/ 36. &burrs gotta? procantiomo ea Jab

/

1.11 0.6 .1.2.5,

1.11 2.1 1.044

* 71 Difference of\t0.5 to 9

** r Difference' of +1.0 or

2.6 2. 3 -0.3

2.6 .0.34 o.
3.2 ;0.1

1.6 -0.6 2.2 9

2.); -0.36 1.1 0

2.) .11.144 2.3 *0.74

2.6 .0.3* 2.6 .0.74

2.4 .0.3 2.0 , .0.1

2.3 -0.2 2.3 0

2.2 0.24 2.2 40.10

2.7 40.10 2.3 .0.3

2.3 -0.3

2.4 2.6 40.2 1.7 .0.3
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Project ACCESS

Experience DescTiption Summary

,
'

, .

This summary is to heip.you think abolgt"the skills-and competencies
. ,

'10 , 9.
you have learned through homemaking, parenting, cOramunity, service, B

4

to.

volunteer work,-and other life experiences. '

The su two parts In the first part you will list your.

Axperiences \len the second part you will identify.the'things that you

can do andthat you learned fr these experiences.

The ,counselor will .review his sumMary mleh you and will use it to

match,yout skills with those i iporanto in a,Project'ACCESS job'.

4*\

Name -

Address

Phone .Dte

Center
al

44,

1 0
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Part I ,

Dvcribing Your Experience

ere

Tne first step is-to make-alist of the things that you have done. in lour
.

. . - ..

life. Start by writing down the things that you-do, now.. Then worIchackwarj
,

"and write down the'thingsyou diclast;rear, then thg.iear be eye that, andpso

\
-1

. ,

a

on. Use extra sheets of paper if you.need theniA
,

. .4t. .,

).

At Hote, Parenting

S.

a

c

Commumty Service, Volun eerWoik

a

- .

7.

.... ..,,

.. ,
.,' , ,,:

Paid d-Work School, Noncredit Course4, Trdining . 1,

. -,,,-.. -',0a

.
a r

# "I , ..

r

Travel

/Th

a Hobbies, geareation
a

Anyt g Else
I..?

.

4. Vs4 4

e*". ". s,\ o+l



LAST YEAR:

4

/ -

At Home, Parenting

0.11.9,670.

Community ServiZe, Volunteer Work

Paid Work School, Noncredit CourSes, Training

ravel Hobbies, Recreatipn

Anything Else

YEAR BEFORE LAST:

At Home, .Parenting Community Service, Volunteer Work

Paid Work

Travel

School, Noncredit C ourses, Training

Hobbies, .Recreatiqn

Anything Else



EARLIER YEARS:

....

10

-81-

, \

At Rie q, Parenting Community Service, Volunteer Work

Paid Work

Travel

/
/

/

.

School, Noncredit Courses, Training

Hobbies, Recreation

1":

h

Anything Else

,

9

.7"
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.
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r

The next step is toscluster or group your experiences into related
.21%

4

'activities. For example, teaching children in a neighborhood club and

11
training*adult volunteers both involve instructing others. Speaking

before yoUr women's club and writing articles about your hobby for a

newsletter or magazine both involve communicating with othe s. The next

page gives e,,list of some of the clusters that other women Ave made;
, 4

you will probably use some of thse and also think of other groups that

better match your own expe-elence. 'The example below shov how you might

__make one'experience cluster.

Cluster:

Financial Management Managing family bud ; selecting

Experiences:

v..

4

and evaluating items foxj cost effdt-

tive buying; doing income tax;

selecting and pri'ing items for a

hospital aid sale; serving as PTA

treasurer; part-time paid job as

bookkeeper

Start your clusters by listing the groups of things thaty can do best

and enjoy most. on to other things that you have.d ne frequently.

I 93

r

tiw
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List of Some Experience Clusters Used by Other Women:

Administration/Management

1-

Advocate/Change Agent/Lobbyist

Animal Care

Arts and Crafts

Child Care/Parenting

Clothing/Textiles/Sewing

Communications/Public Relations

Consumers Rights/Civil Rights

Counieling/Interviewing

Decorating/Home Design

Financial Management

Fund Raising

Gardening/Floral Design

Health Care/Nursing

Home Repair/Remodeling

Marketing/Sales

Mechanical/Technical.

Office and Clerical Work

Personnel Management

Problem Surveying/Researching

Recreation/Sports

Teaching/Training

V'
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Experience Descriptlon Summary

Part II

Employment
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Prt II

Identifying Your Skilld and Competencies for Employment

r,

In completing this section, th nk about the things that you have learned
,

And are able to do as a.result of th experiences you thave had. Mark each

item using thd 161 lowing scale:

3 7 This is something-I do weir; other 'people have .praised

me for my,ablIity'io do this; I could teach others how

to do it.
. -

2 = This is something 1 do moderately well; I can usually

-

do it without haVing any special problem or difficulty

and I usually enjoy doing it.

l'= This is something that I can do

with ease or wf4h skill and I do not enjoy doing it.,

0 It= I cannot do thi or I have never done this.

_
The skills and competencies haVe been grouped into several clusters.

.

Some items are r sed in bore than one cluster.

e d through and mark all items.Zn dachl4cluster. Most women are

surpri ed to find that -they have so many different kinds of skills.

There is a space at the end of this section for you to list other k

Skills that you have that are-not included in these clusters.

1 0 2

Vet
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.CLUSTER . -89-

SELF RATING CF MY ABILITY TC:

MAKE CHANGE CUICKLY AND ACCURATELY ,

2. GREET AND SERVE LARGE NUMBERS CF PEOPLE WHILE MAINTAINING,
A PLEASANT, ALERT MANNER

UNDERSTANC SIMPLE CHECKING AND SAVING ACCOUNTS
____4.'RES0ECT AiND SAFEGUARD THE PRIVACY AND CONFIDENTIALITY OF

FINANCJAL RECORDS AND TRANSACTIONS
____5.'LEARN CETAICS OF NEW PROCECURES CUICKLY _

INTERPRET ANUGANIZATION AND ITS SYSTEM FOR THE CELIVERY OF
SERVICES TC THE PLBLIC

CEVONSTRATE SENSITIVITY TC_AND%WARENESS OF COMMUNITY
f. 'ATTITUXES AND CONCERNS

____8. ESTABLISH RAPPORT WITH INCIVIDUALS OF DIVERSE BACKGROCNCS
LSTABLISH ANC MAINTAIN FINANCIAL' RECORDS
USE BUSINESS FORMS
CEAL EFFECTIVELY WITH CUSTCMERS

___120 wCRK AS A CASHIER

L)
___13. LSE AIS ARCING ?&ACHINE
__14, 6E PUNCTUAL AND CAREFUL
___15. FDLCCW ORCERS AN ,ACCEPT SUPERViSICN
___16. HANCLE UNPLEASANT CONFRONTATIONS CHEERFULLY
___17. INSPIRE TRLST
___18. TI-INK AND BEHAVE RATIONALLY .WHEN DEALING WITH AN EMERGENCY

Do Not Write In
This Box

Total:

Score:

L

103

r
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CLUSTER

SELF RATING OF MY ABICTTY TO:

--__10 INFLUENCE OTHER PEOPLE
2. INTERPRET 'OTHER'S IDEAS,, FEELINGS, AND OPINICNS
3. WORK UNDER STRESSFUL CONDITIONS
II. DO ARITHMETIC COMPUTATIONS
5. ANALYZE A PROBLEM ANC ACT ba THAT ANALYSIS

_ _6. OBTAIN ANC VERIFY INFORMATION
_7. PRESENT ARGUMENTS AND- EVICENCE TO SUPPORT A POSITION
8. MAKE AN EFFECTIVE ORAL PRESENTATION t

9. SELECT INSURANCE POLICIES ANC PLANS THAT BEST MEETA
FAMILY'S NEEDS AND CIRCUMSTANCES

10. ESTABLISH RAPPORT WITH INDIVIDUALS OF DIVERSE BACKGROUNDS
11.ASSESS POTENTIAL MARKETS

.

12.' DEVELOP GOALS AND PLANS FOR AN ACTIVITY WITHIN THE
CONSTRAINTS OF TINE, MONEY, AND PERSONNEL

13. EVALUATE EFFECTIVENESS IN MEETING.GOALS ANC TIMETABLES
14. IDENTIFY THE-RESOURCES !PEOPLE, TIME, 'MONEY, AUTHORIT

NEEDED TO ACCOMPLISH AN OBJECTIVE
15. ESTABLISH ANC MAINTAIN PRCCEDUR,ES TO MONITOR WORK

QUALITY ANC QUANTITY
16. SOLICIT AND MAKE CONSTRUCTIVE USE CF POSITIVE AND

NEGATIVE FEEDBACK
KEEP RECORDS OF INDIVICUAL OR GROUP PROGRESS

f8. USE CONTACTS CONSTRUCTIVELY
19. DEAL WITH REJECTION
20. DEAL WITH ADVERSITY

'..2144 MOTIVATE PEOPLE
22. WORK INDEPENDENTLY
23. DO FUND RAISING
24. DIRECT THE SALE" OF A PRODUCTS OR SERVICE
25. ORGANIZE A SALES PROGRAM
2e. COMPETE WITH OTHERS

_ 27. BE SELFDIRECTED

Do Not Write in
This .Box

Total:.

Score: 1 L1.4



,CLUSTER

SELF RATING OF MY ABILITY TO:

__I. WORK WITH THE ELDERLY

\V .

..

--..

2. WORK WITH YOUNG CHILDREN
3. SUPER, ISE CHILDREN
4. SHOW .COMPASSION FOR THOSE WITH PROBLEMS
5. RECOGNIZE AND DEAL WITH mEortAL EMERGENCIES .

____6. THINK AND BEHAVE RATIONALLY WHEN. DEALING WITH AN EHERGENCY
7. PROVIDE STANDARD FIRST AID,

. ,

'8. ASSURE THAT A PATIENT GETS PROPER REST
9. ASSURE THAT A PATIENT'TAKE$0.MEDICATION AS ORDERED

10. FEED A PATIENT r-

___11. MAINTAIN CLEAN AND HAZARD-FREE IIVING QUARTERS FOR A
PATIENT ANC OR FAMILY

Q
-.......12.k...RESPECT A PATIENT/FAMILY'S NEED FOR PRIVACY AND

CONFIDENTIALLY
13. EVALUATE aNO ADAPT A HCME IN TERMS OF A PATIENT'S

DISABILITY
14. HELP A PATIENT DEVE489 WAYS OF COPING WITH THE DEYANDS\OF,

DAILY LIFE
___15.. ASSISI' A PATIENT IN THE USE OF SPECIAL EQUIPMENT

CRUTCHES, ETC.)
- 16%. ENCOURAGE A PATIENT TO DEVELOiP SOCIAL SKILLS

'17. CARE FOR THE PHYSICAL AND'EMOTIONAt NEEDS OF A
PATIENT, FAMILY, AND/OR CHILDREN

18,..MAINTAIN HYGIENIC CONDITIONS FOR A PATIENT
19, PROVIDE 'FOR THE PHYSICAL AND EMOTIONAL COOCRT OF A

PATIENT
_ 20." ENCOURAGE AND AID IN THE CEVELOPMENT OF SELF-SUFFICIENCY

\ FOR A PATIENT WITHIN THE LIMITS OF HIS/HER
ILLNESS

21. DOCUMENT PATIENT PROGRESS.
22. MAKE ORAL REPORTS ABOUT A PATIENT

1 21. RECOGNIZE THE WE EFFECTS OF COMMON MiDICATI N
24. ESTABLISH RAPPORT WITH INDIV LS OF DIVERSE ACKGROUNDS

_25. BE TOLERANT OF THE VARIED LIFE S YLES OF PEOPLE

(WHEEL CHI.:R,

0.?

___243. ENCOURAGE THE DEVELOPMENT CF "CO MON.SENSEN
2. PERFORM WORK UNDER STRESSFUL CON ITICNS -

.___28. FOLLOW ORCERS AND ACCEPT SUPERVISION
__:29. DIRECT, CONTROL, AND PLAN THEACTIVITIES OF CTHERS
_ 30. BE SELF - DIRECTED
_ 31. BE FLEXIBLE
_32. PLAN MENUS AND PREPARE MEALS
33.,DEMONSTRATE ACKNOWLEDGE OF THE BASIC RULES CF NUTRITION

---31"E""T"1-1"""NESSANC"""/"EATI'FIS14,POULIRY,
VEGETABLES, AND DAIRY PRODUCTS

35. EVALUATE THE QUALITY OF PURCHASES MADE
_36. OBSERVE SPECIAL DIET RIAES'
37. PREPARE AND STORE FOOd SO AS TO CONSERV4W4TRIENTS

Do Not Write in
This Boic

Total:.

"Mo

1 05C



CLUSTER P

SE-bF RATING 0 MY AGILITY TO:

-92- ,4

1. REAG, WRITE ND SPEAK ENGLISH FLUENTLY
2. UNDERSTAND .GAL AND FINANCIAL TERMS
3; JUDGE THE LUE OF CARS, FURNISHINGS, AND OTHER OBJECTS
44 ESTABLISH AND mAINTAIN,DETAILE0 RECORDS
5. ENCOURAGE THE DEVELOPMENT OF ',COMMON SENSED
7. DEMONSTRATE KNOWLEDGE CF LAWS THAT CAN AFFECT FINANCES
8. USE TECHNIQUES OF CONFLICT RESOLUTION

BE SELF-MOTIVATED, SELF-STARTING
10. B \COMPETITIVE, STRIVE TO BETTER-PERFORMANCE 4

11.. WORK UNDERJCLOSE SUPERVISION'
___12. REMAIN CALM, FIRM AND BUSINESS-LIKE DURING CONFRONTATIONSWITH PEOPLE

13. NEGOTIATE BETWEEN'PEOPLE

fi

1

Do Not'Write
This Box

Total:

'Score:
1

.;

r
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CLUSTER Q

SELF RATING CF PY. ABILITY TC:

-93-

--__1. MANAGE TIDE AND SCHEDULE ACTIVITIES
ADVISE PECPLE BY-TELEPHONE
REFER PEOPLE TO SOURCES OF INFORPATONAND ASSISTANCE
DIRECT, CCNTRCL, ANO PLAN THE ACTIVITIES CE C1-ERS
DO ARUNVETIC COMPUTATIONS
LEARN NEW INFCRPATCN CLICKLY
USE A TYPEWRITER .

FOLLOW ORCERS AND ACCEPT. SLPERVISFON

PERSUADE CTHERS
___100' PLAN TR4VEL
_11. SELL A PRCCUCT OR'SERVICE
___12. ARRANGE GROUP TRIPS
___13. CONVEY,INFORNATION BY TELEPHCNE
__' 14. OBTAIN, ANC VERIFY INFORMATION BY TELEPHCNE
___15. DEMONSTRATE KNOWLEFE CF THE UNITED STATESAND/OR OTHER
___16. USE CUESTICNING SK LS
-1_17. USE LISTENING SKILLS'

4

Do Not Write in
This Box

Total:
WO.

Score:

4',
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CLUSTER R

SELF P:ATING CF NY ABILITY TO:

____1. CARRY CUT ORA OR WRITTEN INSTRUCTIONS -

ACCEPT SUPERVISION
1..EARN IsNC APPLY THE RULES CF AN ORGANIZATION OR AGENCY
QEVELCP CR MAINTAIN CURRENT PILES

5. KEEP RECCRCS AND PREPARE REPCRTS
_____6. UNCEWSTANC ANC FILL CUT FORMS

_7. ARTICULATE THE PHILOSOPHY CF AN4ORGANiZATICN OR.AGENCY
INTEREPRET ANORGANIZAJJCN ANC ITS SYSTEM FCR,THE

CELIVERY CF SERVICES TC THE PUBLIC AND TO PEOPLE
IN NEEC

4-IDENTIFY GRCLPS'TO WHCM SCCIAL SERVICES SHLIULC BE
'C1RECTEC

___10. ICENTIFY REPRESENTATIVES CF CTHER ORantATICNS OR
OF-THE GOVERNMENT WHO SHOULD RECEIVE INFORMATICN ABOUT
ORGANIZATICNALCR AGENCY ACTIVITIES--

___11. KEEP OTHERS INFORMED AeouT PROGRESS IN WRITTEN OR
IN CRAL FCRM .

___12. ESTABLISH RAPPORT WITH INCIVIDUALS Of DIVERSE TACK.GROUNCS
ESTABLISH RAPPORT WITH A PERSOWSEEKING ADVICE,.

_ 414. SEkVE AS A "SOUNDING BCf4RD" FOR THOSE WITH PRO ..EMS
___15. USE QUESTIONING SKILLS \

at*___16. USE LISTENING SKILLS "
ESPECT ANC C8SEWIE PRECAUTICNS CONCERNING tHE
CCNFIDENTIALILY OF INFCRMATI41

_18. PRCVIDE ADVICE AND INFCRMALCCUNSELING
___19. GATHER INFCRNATION BYCONCUCTING INTERVIEWS CONFIRMING

FACTS, ANC LOCATING BACKGR9UND INFORMATICN
eREPARE REPORTS CONTAINING FAOTUAL DATA AND COCUPENTARY

OR CTHER EVIDENCE
MOVATE ANC ,PERSUADE PEOOLE t,

22. VC TYPING
DC CLERICAL WCRK ETC.)

___24. '''AKE'WRITTEN CR ORAL REPORTS
___25. REFER GTHERS TO SOURCES OF INFORMATION ANC ASSISTANCE .

INTERPRET FCRNCN-ENGLISH SPEAKERS
___27SHOW COVPASSICN

SHOW EMPATHY
WRITE CLEARLY

30. TAKE'CCNSTRUCTIVE CRITICISM-

Do Not Write in
This Box

Total:

Score:

-94-
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CLUSTER S

-,SELF RATING OF MY.ABLLITY TO:

-95-

1. MAKE FINECOLOR DISCRIMINATIONS
'2. WORK STEADILY0AT SIMPLE REPETITIVE TASKS, FOLLOWING A SET

RROCEDURE,
3. FOLLOW DIRECTIONS 4

4. TRAIN OTHERS'
-- SUPERVISE OTHERS .1

__S: SIT STILL. FOR LONG PERIODS OF TIME
7. EVALUATE 'PRODUCT, bS,ING STATED GUIDELINES
8. 00 PRECISE AND ACCURATE DETAILED WORK
9. TAKE RESPONSIBILITY
10. FOLLOW ORCERS.AND ACCEPT SUPERVISION

,* APPLY RULES

C

Do Not Write 41
This Box

Total:

Score:

(

4.k.

I
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SELF RATING OF MY ABILITY TO

10 DEVELOP AND, MAINTAIN CURRENT FILES.
2. KEEP RECORD AND PREPARE REPORTS 2

3. OBTAIN AND VERIFY ROUTINE FACTUAL INFORMATION
4. PRESENT' ARGUMENTS AND EVICENCE TO SUPPORT A POS7ION
5. ESTABLISH RAPPORT'WITH INDIVIDUALS OF DIVERSE BACKGROUNDS

__6. DETERMINE THE URGENCY CF A PROBLEM AND HANDLE IT APPROPRIATEL'Y
7. RESPECT THE CONFIDENTIALITY OF RECORDS AND PERSO.NAL INFORMATION

*B. DEAL 'AITH INTERPERSONAL PROBLEMS
9. IDENTIFY THE NEEDS OF.A PERSON IN A CRISIS $ITUATIOC

10. CONDUCT NEGOTIATIONS WITH AN AWARENESS THAT COPPRCMISE MAV BE
NECESSARY

w11. ESTABLISH PRIORITIES
12. READ INSURANCE POLICIES, CCNTRACTS, LEGAL AGREENTS, ETC.9

WITH UNDERSTANDING
13. CONDUCT A SEARCH OF LEGAL DOCUMENTS TO OBTAINcrFORMATIOfi
14. SELECT DATA TO DOCUMENT A STATEMENT
15. DEVELOP A PLAN TO INVESTIGATE A PROBLEM
16. DEFIU ANC DELIMIT THE BASIC ISSUES OF A PROLEM
17. USE CONTACTS CONSTRUCTIVELY WHEN DEALING bh A PROBLEM
18.. GATHER INFORMATION. BY INTERVIEWS, CONFIRM/ G

FAtU, AND LOCATING DATA
19. PREPARE REPORTS CONTAINING FACTUAL EVIDENCE
20. 00 ACCURATE DETAILEDWORK L
21. PERFORMWORK UNDER STRESSFUL CONDITIONS
22. DO COMPUTATIONS4ARITHMETIC
23. LEARN COMPLEX INFORMATIQN

96

24. ELICIT ANCCONVEY INFORMATION OVER THE\PHONE

_25)00
FUNDRAISING BY TELEPHONE'

DEOMONSTRATE GOOD ORAL COMMUNICATIONS SKILLS

,

Do tIot Write in
This Box

Total:

Score:

110
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CLUSTER U

'5Eef RATIN6& MY ABILITY TO:

APPLY PRINCIPLES OF COLOR, TEXTURE, AND DESIGN
2. USE AESTHETIC GUIDELINES (DALANCE, PROPORTION, ETC.)

IN PLANNING FLORAL ARR4NGEMENTS
3. USE SCISSORS, KNIVES. ANU WIRE CUTTERS
4, MAINTAIN CUT FLOWERS IN PROPER CONDITION
5. VISUALIZE HOW A COMPLETED FLORAL ARRANGEMENTS SHOULD LOOK

__6, IDENTIFY FLOWERS AND PLANTS BY NAME
L 7. INTERACT PLEASANTLY WITH CUSTOMERS

8,,00 SIMPLE 'ARITHMETIC COMPUTATIONS
9. ESTABLISH AND MAINTAIN FINANCIAL OR SALES (luaus

..._ 10. FOLLOW DIRECTIONS-ANC ACCEPT SUPERVISION
11. SELL A PfROOMY OR SERVICE

_r.12. USE AkTIS,iIC SENSE
13. BE CREATIVE

Do Not,Write in
This Box

Total:,

Score:

I

.1

ts

r

4
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/'CLUSTER V

/-

SELF R4TING.OF MY ABILITY TO:

-98-

1. WORK STEADILY AT REPET IVE MANUAL TASKS
2. /USE A SOLDERING IRON
3.READ A BLUEPRINT OR DIA AM
4. EXPLAIN HOW THINGS. WORK ,

00. ARITHMETIC COMPUTATIONS
ATTEND TO DETAIL
00 ELECTRICAL AND/OR SMALL APPLIANOE'REOAIRS

8. ASSEMBLE CHILDREN'S TOYS AND/OR PLAY EQUIPMENT
9. 00 PRECISE AND ACCURATE DETAILED WORK

_ 10. ORGANIZE A PROJECT INTO ITS COMPONENT PARTS AND CETERPINE TIIE
SEQUENCE IN WHICH THESE ACTRIT:ES NEED TO DE PERFORMED

11. ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR W" QUALITY
AND QUANTITY

-12.--MEET ACCOUNTABILIY DEMANDS OP OTHERS
413. OBSERVE SAFETY PRECAUTIONS WHEN USING TOOLS, EQUIPMENT,

AND MACHINES
14. MAKE MECHANICAL REPAIRS ON HOUSEHOLD ITEMS
15. 00 WORK UTILIZING HAND IOUS
16. 00 CRAFTS0SUCH AS WEAVING, STAINED GLASS, MACRAME, JEWELRY

MAKING, ETC. ." .

- 17. DO KNITTING AND CROCHETING AND/OR NEEDLEWORK
18. BE RELIABLE AND PUNCTUAL

L 19. BE WILLING TO CONTINUE LEARNING NEW INFOROTION
20. WORK WITHJiANDS QUICKLY ANC WITH DEXTERITY

a.

Do Not Write in
This Box

Total:

Score: gl5

.4)

112.
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orCLUSTER-

SELF' RATING CF MY ABILITY TO:

____1. ESTABLISH ,ANC DETAILED'RECORCS CR FES
L___2. WRITE ACCURATE,

4
RATE, COMPLETE REPORTS

____3. RESPECT AND OBSERVE PRECAUTIONS CONCERNING CtNFIDENTIALITY
OF INFCRMAt1ON

____4. FOLLOW COMPLEX PROCEDURES PRECISELY
____5. FOLLOW ORDERS AND ACCEPT SUPERVISION
___..6. LEARN DETAIL OF NEW PROCEDURES QUICKLY

_7. MEET ACCOLN ABILITY CEPANCS CF CTHERS
__8. USE A TYPEN, ITER A,.

_9. ESTABLISH AND MAINTAIN FISCAL ReCORDS AND PROCEDURES
___10. EXPLAIN TH/E R(44TIONALE FOR VARIOUS KINDS AND AMOUNTS OF

INSURANCE(HEALTH, LIFE, ETC.) ,

..3.

)

........_110 DEVELOP SPECIFIC GOALS ANC PLANS FOR A SPECIFIC ACTIVITY,
OFIkERATING tiiTHIN CONSTRAINTS OF AVAILA4E TIME,
SPAC/, ANC PERSONNEL- .

t

12. IDENTIFY.NETHODS OF EVALUATING EFFECTIVENESS IN MEETING
..GOAS AND OBJECTIVES

___13. ESTABLISH PRIORITIES BASED ON THE IMPORTANCE OF EACH
OBJJECTIVE TO GOAL ATTAINMENT, AND ON THE RESOURCES

..' AVAILABLE . .

___14. KIM/CREATIVELY WITHIN THE STRUCTURE CF RELATIONSHIPS.AND
THE SETTING OF AN ORGANIZATION

._15.` _EL RESPdNSIBILITY ANC ESTABLISH ACCOUNTABILITY METHODS

eJ`.

0 DETERMINE IF THESE RESPONSIBILITIEStHAVE'BEBN MET
PEOPLE S.EE THE RELEVANCE OF THEIR ORGANIZATICNAL

EXPERUNCE TO THEIR LONG-RANGE'CAREER GOALS AND/OR
.RtRSONAL DEVELOPMENT,

r-
`4.

113
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-100-

_17. DEViELnP ANC 14INTAIN A SYSTEI0 OF EVALUATING J08
/PERFORPANCE

_1E, CONCUCT SALARY ACNINISIRATION AND/OR PERFORMANCE REVIEWS
HANDLE CUT-PLACEPENTS AND/CR JOB TERMINATIONS

.__20. 'F/C.'AN ANC IMPLEMENT PROGRAMS FOR STAFF DEVELOPMENT

.__21. DEAL WITH EPPLOYEE RELATICNS PROBLEMS

.__22. 'PLANS NO PCNITOR A RETIREPENT PROGRAM
FLAN ANO IMPLEMENT PERSONNEL POLICIES
PREPARE.JCB CESCRIPMONS
SELECt)ANC/OR RECRUIT INDIVIDUALS FOR A VARIETY OF JOBS

.__26. PROVIDE ORIENTATION TO PERSONNEL NEW TO AN ORGANIZATICN
ARRANGE FCR AND MONITOR THE JOB TRAINING OF PERSONNEL

___28. ABIDE 'BY AN ORGANIZATICNS STANDARDS
29. ,OBTAIN AND VER'I'FY ROUTINE FACTUAL INFORMATION FROM INCIVICUALS

30. WENTIFY TRAINING.NEEDS
, 31. OEVFLDP TRAINING MANUALS

DETERMINE THE SUITABILITY CF VARICUS'TRAINING APPROACHES
FCR INCIV.ICUALS WITH DIFFERENT BACKGROUNDS AN.D
'EXPERIENCES

ESTABLISH PORT WITH INCIVIDUALS OF DIVERSE BACKGROUNDS
. 34. USE GI,ESTIONIN SKILLS

35. USE LISTENING KILLS
NEGCTIATE WI OTHERS

___37. DEAL WITH UN EAS'ANT CCNFRCNTATIONS
bE OUTGOING AND GREGARIOUS

Do Iloc Write IA '

This Box

Score:

2

L
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Part II

Identifying Your Skills and Competencied for Vocational Education

P

In completing ,this sectn, think about the things that you have learned

,....4ietkare able to do as a result of the experiences you have had. Mark each

item using the following Scale:

3 = This is something I'do gell; other people have praised

me for my ability to do this; I could teach othert how

2 =. This is somethiramoderately well; I can usually

do it without having any special. problem or difficulty

and I usually enjoy_doing it.

1 = This is something that I can do but I do not do it with

ease or with skill. an I do not enjoy doing it.

0 = I cannot do this,pr I have never done this.

The skills and competencies have been'grouped into several clusters.

Some items are repeated,in more thanone cluster.

_Read through and mark all the items in each cluster. Most women are

surprised to find that they have _aa_many different kinds of

$

There is a space at -the end of this section for'you to list other

skills that You have that are not included in these clusters.

116



CLUSTER A

SELF RATIN, OF NY AEIITY TO:

_-__1. PLAN, WRY TE, AND EVALUATE MENUS USING NUTRITIONAL
PRIM PLES, COST, AND EYE APPEAL S INIDELIbES

_-__2.-EVALUA THE COST AND NUTRITIONAL VALUE' OF ALTERNATIVE
ME ODS CF PREPARING THE SAME FOODS

EVALUATE ANC PURCHASE FOOC
_4. EVALUATE THE FRESHNESS ANC-CW.ITY OF MEAT9-FISH,

PouCTRv, FRUIT, 'VEGETABLES, AND DAIRY PROCUCTS
_5. DETERMINE THE APPROPRIATE QUANTITY OF FOOD TO BUY

DO CCOKING ANC BAKING
_7. PREPARE FCOD IN QUANTITY (FOR LARGEGROUPS)

CATER FOOC FOR4FIALL PARTIES
PREPARE-SALACVAND SALAD CRESSINGS

___10. PREPARE VARIOUS TYPES CF. SCUPS, SAUCES,.AND GRAVIES
___11. PREPARE POTATOES, RICE, ANC PASTA
___12. PREPARE VARIOUS SEAFOOC PRODUCTS
13. PREPARE SANDWICHES
_ 14. PREPARE EGG AND BREAKFAS4.4ISHES'
___15. ICENTIFY AND PREPARE FRUIT PRODUCTS
16. PREPARE GARNISHES FOR FOOC
___17.,01t*PARE VEGETABLES FOR -QUANTITY FOOD SERVICE -

___18. WORK WITH LEFT-OVER FOODS \

19. 'EVALUATE PREPARED FOUL ,

:- 2U. PRODUCE A QUALITY FOOD PRODUCT
___21. USE WEIGHTS AND MEASURES.ACCURATELY IN AdsRECIF!E
___22 MEET SANITATION AND SAFETY REQUIREMENTS IN. HANDLING FOOD .

23. APPLY SAFETY RULES IN THE USE OF KITCHEN EQUIPMENT
USE THE BASIC TOOLS OF BULK FOOD PREPARATION (OVEN,'

'MIXER, CHOPPER, stAcekt Eno
_,25. RECOGNIZE ANC USE NENU TERMINOLOGY CORRECTLY
___26. SET PRIORITIES

27. WORK UNDER PRESSURE-<
28-. SELECT PEATS SUITABLE FOR VARIOUS. PREPARATION TECHNIQUES

weal< WITH HANDS QUICKLY AND WITH DEXTERITY-7
_30. ESTABLISH ANC MAINTAIN PROCEDURES TO NCNITOR WORK

QUALITY ANC QUANTITY

Do Not Write in
This Box

Total:

Score:

\
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CLUSTER B

SELF RATIN3,OF MY ABILITY TO:

1. DO RREciu AND ACCURATE DETAILED WORK
USE SMALL -HAND TOOLS .(PLIERS, FILES, SCREWDRIVERS, ETC.)

3. DO ARITHMETIC AND COMPUTATIONS
4. ADVISE OTHERS ABOUT SELECTING BECOMING STYLES
5. SHOW COMPASSION FOR THOSE WITH PROBLEMS
6. ESTABLISH RAPPORT WITH THOSE SEEKING ADVICE
7. RECOGNIZE' THE NONVERBAL-CUES AND BEHAVIORS WHICH

INDICATE PROBLEMS
8* ESTABLISH RAPPORT,WITH INDIVIDUALS OF DIVERSE BACKGROUNDS
A. PREPARE A WORK ORDER

_10. SURVEY AND CHOOSE AMONG SUPPLIERS OF PRODUCTS
__.:11.BE RESPONSIBLE FOR DAY-TO-DAY ADMINISTRATIOq'

ESTABLISH. PROCEDURES TO MCNITOR INCOME AND WENDITURES13. DETERMINE PRICES ON THE BASIS OF COST AND OVERHEAD FACTORS.14.'ARRANGE FOR OR OVERSEE PERFORMANCE OF- ADVERTZSING,
PUBLICITY, MARKETING OR SALES PROMOTION

15. MAINTAIN CORRESPONDENCE WITH SUPPLIERS AND CUSTOMERS16... ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR WORT( QUALITY.AND QUANTITY ,

47. DEAL WITH. EMPLOYEE RELATIONS PROBLEMS

I.

Do Not write In
This Box

Total:

Score:

rH
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CLUSTER C

SELF RATING OF MY AeLLITY TC:

-107-

SIT TILL FCR LONG PERIODS OF TIME
2. DRAW

_ _3. EXPR SS ICEAS BY DRAWING
VISUALIZE WHAT IS TO BE DRAWN
SKETCH OBJECTS SO A5tTC SHOW THREE DIMENSIONS

__6. DRAW 'SECTIONAL VIEWS Of OBJECTS
7. SHOW CIMMSICNS OF OBJECTS DRAWN
B. CRAW A PAP SHOWING CONTOURS AND/OR TOPOGRAPHY'
9. DRAW A LINE, BAR OR PIE CHART FROM DATA

_ 10. USE STANDARD BLOCK LETTERING
___11.-CO,TECHNICAL LETTERING
_12.. READ A BLUEPRINT
_ 13. USE DRAFTING INSTRUMENTS
___14. WORK NEATLY AND ACCURATELY
_ 15. DO PRECISE ANC ACCURATE DETAILED WORK
___16. ANALYZE A PROBLEM

17., FOLLOW ORCERS AND CCEPT SUP VISICN
_ 1B. MAKE A DETAILED D WING
_ 19. CREATE ORIGINAL ME'DESIGNS
N20. DO HOME REPAIRS, CARPENTRY, CR CONSTRUCTION

4.%

Do Not Write in
. ThieBox

Total:

Score:

4

5'
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LkSTER C

SELF KATING OF MY ABILITY TC:

/. USE BASIC LIBRARY TCOLS SUCH AS THE CARO CATALOGUE'
2. USE REFERENCE SOURCES, SUCH AS THE ENCYaCLCECIA7 DICTIONARY,

ALMANAC, AND BIBLIOGRAPHIES
__..3. USE LIBRARY CALL NUMBERS TO IDENTIFY AND LOCATE BOOKS

4., USE THE READER'S GUIDE TO PERIODICAL LITERATURE TC LOCATE'
MATERIAL

5. PREPARE A BIBLIOGRAPHY ON A TOPIC COVERING BOTH.BCOKS ANC
PERICDFCALS

6. ASSIST IM THE DEVELOPMENT CF 4IBLIOGRAPHIES
7. RESEARCH GENEALOGICAL A4D FAMILY HISTORY RECORDS
8. HELP WITH LIBRARY,USER SERVICES

ASSIST WITH CIRCULATION OF LIBRARY MATERfALS'
iO, ASSIST PARENTS, TEACHERS, AND,4.0THERS WORKING til",-;-r

CHILDREN IN THE SELECTICN BOOKS AND OTHER n'aTaRIALs
11. IDENTIFY ANO LSE INFORMATIONCRESOURCES TO LOCATE

CONMUNiTY SERVICES ANO FACILITIES
12. LOCATE ANC DIRECT OTHERS TO INFORMATION RESOUqO2S THAT

CAN HELP WITH THE EVALUATION OF GOODS AND SEniICEJ/ITHE

-108-

EVALUATION OF HEA TH ANC SAFETY HAZARDS; Tt4E
IDENTIFICATION OF BEST BUYS; ETC.

13. IDENTIFY ANC USE RESb ROES RELEVANT TO DIFFERENT, CULTURAL,
ETHNIC, AND RELIGIOLS HERITAGES

INVENTORY OVEROUE BOOKS ANC SENO NCTICES
ASSIST IN CATAL-0=11.6 NEW BOOKS

16. FJLE LIBRARY CATALOGUE CARDS CORRECTLY
1)7. PREPARE REPORTS1ON LIBRARY CIRCULATION
18. MAKE OUT PURCHASE ORCERS
19. PROCESS ORDERS, INCLUDING CHECKING IN AND_FILING
*20. TYPE
21. PREPARE AND MAINTAIN FILES
22. VERIFY ORCERS

4

......._23. USE TAPE RECORURS,MOVIE AND FILM STRIP PROjECTCRS,
SLIDE PRCJECTORS, AND SIMILAR'AUDICVISUAL EQUIPMENT

MAKE AND'POUNT TRANSPARANCIES FOR FUSE IN NN &AGUE
PROJECTOR

25. DEAL WITH OTAR PEOPLE
00 ACCURATE DETAILEO,WeRN

27. 00 A REPETITIVE TASK-FOLLOWING A 'SET PROCEDURE
%

.........28. CARRY OUT ORAL AND WRITTEN INSTRUCTIONS -.
\ 29. ACCEPT SUPERVISION

30 TRAIN OTHERS TO DO SPECIFIC JOBS. OR -TASKS
u 1 31. COMPILE INFORMATION)

\ 32. OBTAIN ANC VERIFY FACTUAL-INFORMATION'
33. CHECK PUBLIC RECORDS FCR INFORMATION
34. GATHER INFORMATION BY CONFIRMING FACTS-AND LOCATING BACKGROUND

DATA
PREPARE.DISPLAY MATERIALS

Do Not Write- in
This Box

Total:

14:1)
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CLUSTEW E
. .

\SELF RAT.ING CF MY., ABILITY TO:..-

\

_ _I. USESTEA--iY-§TEP LOGICAL REASONING ®_
____2. CARRY OUT, ORAL AND WRITTEN INSTRUCTtONS OF SCME .COMPLEXITY
____3. LEARN ANC. APPLY RULES . . ,

, ,-.'
._ _4. LSE PRCBLEM SCLVINGANC DECISION NIWNG.SKILLS'
____5-: ANALYZE ANC S6MTAARIZE CATA t

4
\___5. MAKE INFERENCES.FROMIDATA ' .b

_7.- DEVELOP AND LSE'OHARTS9 ANC OTHER VISUAL /

I

e,'MATERIALS TO DESCRIBE A PROGRAM'S CR PROJECT S .

..14-EtRK FLO4

L__8. PERFORM ARITHMETIC OPERATICNS WITH SIGNED NUmBgRS (4.-:'-) .

9'.. DO SIMPlE ALGEBRA* a , ,
To USE A. POCKET CALCULATOR OR OTHE CATA FROCESSING EQUIPMENT

_1 q.1 USE A .h,PE-WRJTER COMPUTER TERMINA ,

___12. THINK LOGICALYY
.___13. DC MECHANICAL WCRK OR REPAIR HONE A PLICANCES . -

14. ORGANIZE. A PRCJECT 'INTC-ITS COMPONEN PARTS AND -CETERMINE
THE ORCER IN WHICH THESE ACTIVITIES MUST* BE *P,E.RFORMED

N ...S

5.

4

r`

Do Not Write- in
This Box

Total:

Score:
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CLIJSTER F

SELF RATING OF MY ABILITY TO:

____1. ABSTRACT INFCRMATION WITH ACCURACY
CODE AND CATALOGUE OR INDEX INFORMATICN
RECOGNIZE ANC'SUMMARIZE PERTINENT INFORMATION

4. DEMONSTRATE FAMILIARITY WITH MEDICAL TERMINOLOGY
'W-DEMONSTRATE A BASIC KNCWLEDGE OF HUMAN ANATOPICAL TERP S
_6. SPELL CORRECTLY

USE CORRECT MEDICAL TERMINOLOGY FOR COMMON DISEASES AND .

TYPES CF INJURIES
____8. DEFINE COMMON MEDICAL TERMS
____9. USE MEDICAL C.ICTLCNARIES AND OTHER MECICAL

TERMINCLOGY REFERENdES
_10. TREAT'MEOICAL INFORMATION AS CONFIDENTIAL

___11. DC ALPHABETICAL AND NUMERICAL FILING ACCURATELY
_12. DO PRECISE ANC ACCURATE DETAILED WORK

L3.'CARRY OUT ORAL AND-WRITTEN INSTRUCTIONS OF SCME
COMPLEXITY .

_14. LEARN AND 'APPLY RULES
_ 15. RESPECT AND OBSERVE PRECAUTIONS COVERNiNG

CONFIDENTIALITY OF INFORMATION .

___16. READ, UNCERSTANC AND EXPLAIN MEDICAL CONSENT FORMS
USE A LIBRARY AND OTHER REFERENCE SOURCES

___18. WORK IN A HOSPITAL, NURSING HOPE, OR'OTHER PEOLCAL
SETTING

19. KEEP ACCURATE RECORDS CF HEACTt-t,CARE
20. GATHER INFORMATION BY LOCATING BACKGROUND DATA,

CCNFIRVING FACTS, AND ICENTIFYING TRENCS
_21. ASSIST.WITH THE MAINTENANCE OF MEDICAL RECORCS.IN A .

HOSPITAL CR NURSING HOME
USE A TYPEWRITER

___23. DEVELOP ANC MAINTAIN CLRRENTFILES
s'24. KEEP RECORCS AND PREPARE REPCRTS aFROP THEP '

25. OBTAIN. ANC VERIOY.ROLTINE FACTUAL INFORMATION
___26. PREPARE REPCRTS CONTAINING FACTUAL DATA

Do Not Write in

A
This Box,

otal*

4

Score:

O

A
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CLUSTER G

SELF RATINt OF PY ABILITY TO:

1. WORK ARITi-METIC PROBLEMS INVCLVING COMMMON
FRACTICNS AND .DECIMALS

2. USE BASIC ARITHMETIC OR GECMETRY TO DETERMINE AREA OR
VOLUME

_3. MAKE MECHANICAL DRAWINGS OR SKETCHES
4. MAKE OBJECTS THAT CORRESPOND TO SIMPLE PLANS, PATTERNS,

OR DRAWINGS
____5. IDENTIFY TYPES CF METAL
--6. DO'ARTS AND CRAFTS WORK WITH STAINED GLASS OR OTHER

CRAFT INVOLVING SOLCERING
7. DO JEWELRYMAKING CR METALWORK CRAFTS

--0. MAKE CRAFT OBJECTS OUT OF TIN
9. ORGANIZE A PROJECT INTC ITS COMPONENT PARTS AND CBTERMINE THE

THE'SECUENCE IN WHICH THESE ACTIVITIES NEED TO BE
PERFORMED

10. ESTABLISH WORK FLOW PRCCECURES
11. ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR WORK QUALITY AND

QUANTI.TY

.
Do Not Write in

This ox

123
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CLUSTER H

SELF RATING OF MY ABILITY TC:

1. CARRY OUT ORAL AND WRITTEN QIRECTIONS OF SOME COPPLEXITY
DEAL WITH OTHER PEOPLE

____3. DO PRECISEAND,ACCURATE DETAILED tiORK
4. PERFORM WCRK UNDER STRESSFUL CONDITIONS

TRANSLATE INFORMATON AND FACTS TO A LEVEL APPROPRIATE
TO AN INDIVIDUAL'S BACKGROUND AND EXPERIENCE

____6. ESTABLISH-RAPPORT WITH INDIVIDUALS OF DIVERSE BACKGROUNCS
__ 7. SNOW COMPASSION FOR THOSE WITH PROBLEMS

8. IDEN-T1F YAIW-7.1141D-I VIDUALLSPROBLE-M3 AND DI F F IC UL I I E S
9. COKKUNICATE EFFECTIVELY WITH PATIENTS

__2104FOLLOW ORDERS AND ACCEPT SUPERVISION,
- 11. RECOGNIZE THE NONVERBAL CLUES WHICH INDICATE PROBLEMS

12. PERFORM LIFE SUPPORT FUNCTIONS IN GIVING FIRST AID
DETERMINE THE URGENCY CF A PROBLEM AND HANDLE tT APPRCPRIATELY

14. WECOGNIZE, ANC DEAL WITH MECICAL EMERGENCIES
15. OBSERVE SAFETY PRECAUTIONS TN USING ECUIPHENT AND MEDICINE

-

__16. KEEP RECORDS 'AND PREPARE REPCRTS
_17. TAKE A PATIENT'S TEMPERATURE, PULSE. OR OTHER VITAL SIGNS
_18. THINK AND BEHAVE RATIONALLY WHEN DEALING WITH AN EMERGENCY
19. PROVICE A SAFE ENVIRONMENT FOR A PATIENT
20. MEET ACCOUNTABILITY CEVANCS CF OTHERS

WORK AS A MEMBER OF A FIRST AID/RESCUE SQUAD
22. WORK WITH THE ILL IN A HOSPITAL OR NURSING HOME

Do Not Write in
This Box

-I Total:

Score:

-124
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CLUSTER I
I

SELF RATING OF MY:ABILITY TO:

DESIGN OR PLAN THE LAYCUT CF NEWSLETTERS, BROCHURES, EiC2. WRITE LAYOUT ,SPECIFICATIONS
3. FIGURE PRINTING COSTS
4. COORDINATE.ITHE PRINTING OF MATERIALS
5. COORDINATE:THE DEVECOPPENT OF MATERIALS FOR PRODUCTION6. EDIT AND CORRECT COMPOSED COPY
7. MAINTAIN FILES OF ART FOR. USE IN 'LAYOUTS

DEVELOP AND PAINTALN CURRENT FILES
9. ORDER SUPPLIES
10. TAKE PHOTOGRAPHS
11. EXPOSE AND PROCESS FILM

...--12.-ALSE_CDRRECT:?.E_S-T-OPS A-NDFOC-AL -I-ENG-T*4-1N -MINT-CAM/AR ASETTINGS
13. DETERMINE CORRECT EXPOSURE TIME IN MAKING CAMERA. SETTINGS14. USE CORRECT LENS AND BELLOWS TO TAKE CLOSE-UPS

DEVELOP PHOTOGRAPHIC FILM
MAKE PHOTOGRAPHIC PRINTS

. 17. MAKg PHOTO ENLARGEWMENTS
_ 18". APPLY THE PRINCIPLES OF COLOR AND DESIGN
____19.h USE COLOR, LIGHT, AND SPACE TO CREATE A SPECIFIC K4NOOF APPEARANCE

20. USE AESTHETIC GUIDELINES (BALANCE, PROPORTIONS, ETC.) INEVALUATING A PLAN OR DESIGN

Do Not Write in
This Box

Total:

Score:



CLUSTER J -114-

SELF RATING OF MY ABILITY TO:

1. TEACH AN ACTIVITY
2. TEACH AN ACTIVITY
3o PLAN AND ORGANIZE

25.

OR'SKILL TO AN INDIVIDUAL
TO A GROUP
COOPERATIVE AND COMPETITIVE ACTIVITIES

AND KNOW WHEN EACH IS APPROPRIATE
4. WRITE STEP-BY-STEP PROCEDURES 6OR AN ACTIVITY
_5. ESTABLISH LONG TERM AND SHORT TE GOALS
6.'DEMONSTRATE A KNOWLEDGE OF HUMAN DEVELOPMENT
7. ENCOURAGE THE DEVELOPMENT CF SOCI L SKILLS
8. ENCOURAGE THE DEVELOPMENT OF 'KO id SENSE''
9. RECOGNIZE THE NONVERBAL CLUES AND BEHAVIORS THAT INDICATE

TENSIONS OR PROBLEMS
4.0. WRITE tONCISE, UNDERSTANDABLE REPORTS
11. CARRY OUT ORAL AND WRITTEN INSTRUCTIONS MID CIRECTIONS
la. OBTAIN-AND-VERIFY-ROUTINE-FACTUAL INFORMATION
13. IDENTIFY METHODS- FOR EVALUATINCEFFECTIVENESS IN MEETING

GOALS AND OBJECTIVES`
14. DO ARTS AND CRAFTS ACTIVITIES
15. GIVE PROPER CARE TO ARTS AND CRAFTS MATERIALS AND

EQUIPMENT
16. USE REFERENCE MATERIAL TO LEARN A NEW CRAFT CR IC LEARN

ADVANCED TECHNIQUES IN A FAMILIAR CRAFT
17. ANALYZE A CRAFT IN TERMS OF SENSORY INPUT ANC THE

SPECIFIC MOTIONS REQUIRED,\AND THERAPEUTIC ASPECTS
18. PROVIDE A SAFE ENVIRONMENT FOR A PATIENT
19. OBSERVE A PATIENT FOR UNUSUAL SIGNS
20. MAKE OBSERVATIONAL RECORDS OF PATIENTS
21. REPORT ORALLY ON A PATIENTS CONDITION
22. UNDERSTANC tHE PHYSICAL, EMOTIONAL, AND EDUCATIONAL NEEDS

OF AN INDIVIDUAL WITH A PHYSICAL OR EMOTIONAL HANDICAP
23. ASSESS PATIENT PERFORMANCE IN DAILY LivinG SKILLS
24. HELP PATIENTS DEVELOP BETTER WAYS OF COPING WITH THE

DEMANDS OF DAILY LIFE
EVALUATE A PATENTIS VCCATION AND AVOCATIONAL INTERESTS

IN TERMS OF SPECIFIC DISABILITIES
26. ADAPT ACTIVITIES TO THE NEEDS OF A PATIENT

___27..ENCOURAGE THE DEVELOPMENT OF SELF-SUFFICIENCY FOR A
PATIENT WITHIN THE LIMITS OF HER/HIS ILLNESS OR
HANDICAP

28. TRANSFER AND TRANSPORT PATIENT CORRECTLY
29. WORK WITH EMOTIONALLY CISTURBED PEOPLE

,

WORK WITH THE MENTALLY liANCICAPPED PEOPLE
WO'X WITH THE PHYSICALLY HANDICAPPED PEOPLE

32. WO K WITH PHYSICALLY ILL PEOPLE
33. WORK WITH THE ELDERLY
34. IDENTIFY AND EXPLAIN THE BASIC CONCEPTS OF HEALTH CARE

DELIVERY
,TRAIN GROUPS.OR INDIVIDUALS IN PREVENTIVE OR EMEDIAL

HEALTH CARE

Do Not Write in .

This Box

Total:

Score::
1')P
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CLUSTER K

SELF RATING OF M9 ABILITY TO

_ _1.
2.

MAKE ELECTRICAL WIRING AND SMALL APPLICANCE REPAIRS
IDENTIFY AN ELECTRICAL CIRCUIT AND ITS COMPONENTS

3. MAKE MECHANICAL REPAIRS ON HOUSEHOLD ITEMS
4. CARE FOR THE EQUIPMENT USED IN A HOME
5, CARE -OR AND MAKE MINOR REPAIRS ON AN AUTOMOBILE
§. USE COMMON HAND TOOLS CORRECTLY AND SAFELY
7, USE COMMON MEASURING INSTRUMENTS
8.'OBSERVE SAFE WORK HABITS IN A WORKSHOP
9, USE.SAFETY PRECAUTIONS WHEN WORKING WITH TOOLS, EQUIPMENT,

AND MACHINERY
100 IDENTIFY COMMON MECHANICAL AWING INSTRUMENTS

,11. MAKE PICTORIAL DRAWINGS
CONVERT .A PICTORIAL DRAWING TO A SCHEMATIC DRAWING

'V13.13. PREPARE SCALE .DRAWINGS
14. IDENTIFY COMMONLY USED HOUSE WIRING SYMBOLS

II

15. DETECT POTENTIAL SAFETY HAZARDSIN ITEMS
6. IDENTIFY AND CORRECT SAFETY PROBLEMS, SUCH AS WORN WIRING
7. CARRY OUT ORAAND WRITTEN DIRECTIONS OF SOME COMPLEXITY

- 18. LEARN AND APPLY RULES
19. ORGANIZE-A -PROJECT-INTOFTS-CORPONENT-PARTS AND DETERMINE

I

THE,SEQUENCE IN WHICH THESE ACTIVITIES NEED TO BE
PERFORMED

20. DEVELOP AND USE FLOW CHARTS AND OTHER VISUAL MATtR1ALS
21. ESTABLISH AND AAINTAIN PROCEDURES TO MONITOR WORK

- QUALITY AND QUANTITY
220 ANAtYZE A PROBLEM

___23. SOLVE A PROBLEM
24\ DO PRECISE AND ACCURATE DETAILED WORK

DO A REPETITIVE TASK FOLLOWING A SET PROCEDURE
26'. DO COMPUTATICNS/ARITHMETIC
27..00 STAINED GLASS WORK, JEWELRY MAKING, OR OTHER CRAFT

ACTIVITIES THAT INVOLVE' SOLDERING
DO ART OR CRAFTS PROJECTS THAT INVOLVE ETCHINS

2 BUILD A RADIO, HI-FI, OR OTHER-ELECTRONIC ITEM FROM A KIT
OR COMPONENT PARTS

11.

Do Not thite in
This Box
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AIRLINE' SERVATION AGENT RATING LIST ,

Item
mean ABILITY'TO:

I
2.5 MANAGE TIME AND SCH DULE ACTIVITIES

2.6 ADVISE PEOPLE BY T LEPHONE

2.6 REFER PEOPLE TO S URCES OF INFORMATION AND ASSISTANCE

2.3 DIRECT, CONTROL, D PLAN THE ACTIVITIES or OTHERS

2.1 DO ARITHMETIC C UTATIONS

2.4 ,LEABN NEW INFO TION QUICKLY

1.8 USE A TYPEWRIT R

2.5 FOLLOW ORDERS AND ACCEPT SUPERVISION

2.3 PERSUADE 0TH

2.5' PLAN TRAVEL

2.0 SELL A PRO' CT OR SERVICE

2.3 ARRANGE G UP TRIPS

2.6 6 CONVEY I ORMATION BY TELEPHONE

2.6 OBTAIN DiERIFY INFORMATION BY TELEPHONE

2.2 DEMONST TE KNOWLEDGE OF THE UNITED STATES AND/OR OTHER COUNTRIES

2.4 USE Q TIONING SKILLS

2.6 USE LI TENING SKILLS

&

129
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2.4

-120-

BANK CLERK/TELLER RATING LIST

ABILITY TO:

I

MAKE CHANGE QUICKLY AND ACCURATELY

GREET AND SERVE LARGE NUMBERS OF PEOPLE WHILE MAINTAINING A PLEASANT,
ALERT-MANNER

UNDERSTAND SIMPLE CHECKING 41D SAVINGS ACCOUNTS

RESPECT AND SAFEGUARD THE PRIVACY AND CONFIDENTIALITY OF FINANCIAL
RECORDS AND TRANSACTIONS

LEARN DETAILS OF NEW PROCEDURES QUICKLY

2.3 INTERPRET AN ORGANIZATION AND ITS SYSTEM FOR THE DELIVERY OF SERVICES
TO THE PUBLIC

2.4 DEMONSTRATE SENSITIVITY TO AND AWARENESS OF COMMUNITY ATTITUDES AND
CONCERNS

2:7 ZSTABLISH RAPPORT WITH INDIVIDUALS OF DIVERSE BACKGFOUNDS
.

-. 2.2 ESTABLISH AND MAINTAIN FINANCIArRECORDS

2.1 USE BUSINESS FORMS

2.6 DEAL EFFECTIVEIATH CUSTOMERS

2.0 WORK AS A CASHIER
,.. /

2:0 USE AN ADDING MACHINE

2.7 BE PUNCTUAL AND CAREFUL ___

2.6 FOLLOW ORDERS AND ACCEPT.OPERVISION

2.1 HANDLE UNPLEASANTCONFRONTATIONS CHEERFULLY
- ,

28 INSPIRE TRUST

2.6 THINK AND BEHAVE RATIONALLY WHEN DEALING WITH AN EMERGENCY

13 0
0



Item
mean ABILITY' TO:

-121-

CLAIMS ADJUSTER RATING LIST

°

2.3'. DEVELOP D MAINTAIN CURRENT FILES
1

,-"
'

2.3 KEEP RECO S AND PREPARE REPORTS
7..,' . ,

//14 '

Ar'2.4 OBTAIN AT), FACTUAL. INFORMATION

2.3 PRESENT ARGUMENTS AND EVIDENCE TO SUPPORT A POSITIGN '

\.
.,:errs;

2.8 ESTABLISH RAPPORT WITH INDIVIDUALS OF' DIVERSE BALI ROUItDS

2.6 DETERMINE THE URGENCY OF A' PROBLEM AND HANDLE/7"?.PPROPRIATELY

2.9 ' RESPECT THE CONFIDENTIALITY OF RECORDS ANO,IfiRSO*AL INFORMATION

/: ,'2.5 DEAL WITH INTERPERSONAL PROBLEMS /-i
,..

.
-

. ,

2.5 IDENTIFY THE NEEDS OF A PERSON IN A CRISIS SITUATION

2.3 CONDUCT NEGOTIATIONS WITH AN AWAREITESS THAT COMPROMISE MAY BE NECESSARY

2.6 ESTABLISH PRIORITIES '

1.6 READ INSURANCE POLICIES,.CONTRACTS, LEGAL AGREEMLNTS, ETC., WITH
UNDERSTANDING

4
1.8 CONDUCT A SEARCH OF LEGAL DOCUMENTS TO OBTAIN INFORMATION

2.1 SELECT DATA TO DOCUMENT A STATEMENT

2.2 DEVELOP A PLAN TO INVESTIGATE A PROBLEM.

2.2 DEFINE AND DELIMIT THE BASIC ISSUES OF APROBLEM

USE CONTACTS CONSTRUCTIVELY WHEN DEALING WITH A PROBLEM

2.4 GATHER INFORMATION BY INTERVIEWS, CONFIRMING FACTS, AND LOCATING DATA

.2 PREPARE REPORTS CONTAINING FACTUAL, EVIDENCE

2.2 DO ACCURATE DETAILED WORK :

2.1 PERFORM WORK UNDER STRESSFUL CONDITIONS

2.0 DO COMPUTATIONS/ARITHMETIC

2.1 LEARN COMPLEX INFORMATION

2.5 ELICIT AND.CONVEY.INFORMATION OVER THE TELEPHONE.

1.8 DO FUND RAISING BY TELEPHONE

2.5 DEMONSTRATE GOOD ORAL COMMUNICATIONS SKILLS
.°

3

13.E



Item
mean ABILITY TO:

2.8

2.0

2.1

2.2

2.6

2.0

2.0

2.5

2.5

2.1

2.4.

-122-

CREDIT/COLLECTION WORKER RATING LIST

READ, WRITE, AND SPEAK ENGLISH FL1ENTLY

UNDERSTAND LEGAL AN,D.FINANCIAL TERMS

JUDGE THE VALUE OF CARS, FURNISHINGS, AND OTHER OBJECTS

ESTABLISH AND MAINTAIN DETAILED RECORDS

ENCOURAGE THE DEVELOPMENT OF "CO:2.10N SENSE"

'DEMONSTRATE KNOWLEDGE OF LAWS THAT CAN AFFECT FINANCES

USE TECHNIQUES OF CONFLICT RESOLUTION

BE SELF-MOTIVATED, SELF-STARTING

BE COMPETITIVE, STRIVE TO BETTER PERFORMANCE

WRK UNDER CLOSE SUPERVISION

aEMAIN CALM, FIRM, AND BUSINESS-LIKE DURING CONFRONTATIONS WITH PEOPLE

NEGOTIATE BETWEEN PEOPLE

elt

1 32

4



Item
mean ABILITY TO:

1.8

1.6

1.7

1.8

2.0.

2.3

1.5

1.9

2.0

2.1

2.0

2.1'

2.4

1.7

1.8

2.0

2.1

2.7

2.7;/,

2.1

-123-

- ELECTRONICS ASSEMBLER RATING LIST

WORK STEADILY AT REPETITIVE MANUAL TASKS

USE A SOLDERING IRON

READ A BLUEPRINT'OR DIAGRAM

EXPLAIN HOW THINGS WORK

DO ARITHMETIC COMPUTATIONS

ATTEND TO DETAIL

-DO ELECTRICAL AND/OR SMALL APPLIANCE REPAIRS

ASSEMBLE CHILDREN'S TOYS AND/OR PLAY EQUIPMENT

DO PRECISE AND ACCURATE. DETAILED WORK

ORGANIZE A PROJECT LNTO ITS COMPONENT PARTS AND DETWJNEOWSEQUENCE
IN WHICH THESE ACTIVITIES NEED TO BE PERFORMED

ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR WORK QUALITY AND QUANTITY

MEET ACCOUNTABILITY DEMANDS OF OTHERS

OBSERVE SAFETY P CAUTIQNS WHEN USING TOOLS, EQUIPMENT, AND MACHINES

MAKE MECHANICAMA.IRS,ON HOUSEHOLD ITEMS

4IDO WORK UTILIZING HAND TOOLS

DO kRAFTS, SUCH AS WEAVING, STAINED GLASS, MACRAME, JEWELRY MAKING, ETC.

DO KNITTING AND CROCHETING AND/OR NEEDLEWORK

BE TABLE AND PUNCTUAL

BE WI.LIG TO CONTINUE .EARNING NEW INFORMATION

WORK WITH

.

^roko "

4,7.,:ft

DS QUICKLY AND WITH DEXTERITY

I



Item
mean ABILITY TO:

a

7,124-

FLORAL DESIGNER RATING'LIST

A

2.3 APPLY PRINCIPLES OF COLOR, TEXTURE, AND DESIGN -

2.1 USE AESTHETIC.GUIDELINES (BALANCE, PROPORTION, ETC.) IN PLANNING
FLORAL ARRANGEMENTS

2.2 USE SCISSORS, KNIVES, AND WIRE CUTTERS

2.0 MAINTAIN CUT FLOWERS IN PROPER CONDITION

2.1 VISUALIZE HOW A COMPLETED- FLORAL ARRANGEMENT SHOULD' LOOK

1.8 IDENTIFY FLOWERS AND PLANTS BY NAME

Z. 6_ INTERACT. PLEASANTLY-WITH- OUSTOMERS-

.2. DO SIMPLE ARITHMETIC COMPUTATIONS

2.1 ESTABLISH AND MAINTAIN FINANCIAL OR SALES- RECORDS

2.5 FOLLOW DIRECTIONS, AND ACCEPT SUPERVISION

4e

2.1

2.3

2.3

SELL A PRODUCT OR SERVICE

USE ARTISTIC SENSE

BE CREATIVE

J

t

134 /
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Item
mean AB ILITt TO:

HOME HEALTH AIDE'RATING LIST

7

2.2 WORK WITH THE ELDERLY
.

,

42.4 WORK WITH YOUNG CHILDREN

2.3 SUPERVISE CHILDREN

2.8 SHOW COMPASSION FOR THOSE WITH PROBLEMS .

0.2' RECOGNIZE AND DEAL WITH MEDICAL EMERGENCIES .
.

,--
.0. --

,

.'.5 THINK AND BEHAVE RATIONALLY WHEN DEALING WITH AN EMERGENCY
.'

2.0 PROVIDE STANDARD FIRST AID

i\.4 ASSURE THAT A PATIENT GETS PROPER.RESTI,
.

4

2.,5

11-c-..

ASSURE THAT A PATIENT TAKESMEDICATToN kS_ORDERED -04
..

2.2 FEED A PATIENT
.

.2.3 rHAINTAIN CLEAN AND HAZARD-FREE LIVING QUARTERS FOR A PATIENT AND/OR
°,.. FAMILY

%,.

2.7 RESPECT A PATIENT'S/FAMILY'S NEED FOR PRIVACYvAND CONFIDENTIALITY

EVALUATE AND ADAPT A HOME IN, TERMS OF A.PATIENT'S DISABILITY2.3

2.2

2.1

HELP A PATIENT DEVELOP WAYS OF COPING WITH. THE DEMANDS OF DAILY LIFE

ASSIST A PATIENT IN THE USE OF SPECIAL EQUIPWNT ( WHEEL CHAIR,
CRUTCHES, ETC.)

2.3 ENCOURAGE A PATIENT TO DEVELOP SOCIAL SKILLS, '

2.4

2.3

2.3

2 . 2

2.3

2.4

2.2

2.(3'

.2.6

2.6

2.3

2.5

2.3

CARE FOR THE PHYSICAL AND EMOTIONAL NEEDS' OF A.PATIENT, FAMIIY, AND/OR
CHILDREN

MAINTAIN HYGIENIC CONDITIONS FOR A PATIENT

PROVIDE FOR THE PHYSICAL AND EMO IONAL COMFORT OF A PATIENT' '

ENCOURAGE AND AID IN THE DEVELO T OF SELF - SUFFICIENCY FOR A PATIENT
WITHIN-THE LIMITS OF HIS/HER LNESS

SIDCUMENT PATIENT PROGRESS
.

MAKE ORAL REP(3RTS ABOUT A PATIENT e

RECOGNIZE THE SIDE EFFECTS'OFAMON MEDICATION

ESTABLISH,RAPPORT WITH INDIVIDUALS OF DIVERS BACKGROUNDS
---

BE TOLERANT OF. THE VARIED LIFE STYLEMEPEOPLE

ENCOURAGE THE DEVELOPMENT OF "COMMON SENSE ".

pERFet WORK UNDER STRESSFUL CONDITIONS

FOLLOW ORDERS AND ACCEPT SUPERVISION

DIRECT, CONTROL, AND PLAN THE ACTIVITIES OF OTHERS
$

BE SELF-DIRECTED

ry

A

ca

CONTINUED ON THE NEXT PAGE. . .
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Item

mean

. .2.6

2.4

2.4

2.6

2.6

2.4

2.4

-126-

41
HOME HEALTH AIDE RATING LIST (continued)

ABILITY TO:

BE ELEXIBLE

PLAN' MENUS AND PREPARE S

DEMONSTRATE KNOWLEDGE OF THE BASIC RULES OF NUTRITION

-EVALUATE THE FRESHNESS AND QUALITY OF MEAT, FISH, POULTRY, FRUIT,
VEGETABLES, AND DAIRY PRODUCTS

EVALUATE THE QUALITY OF PURCHASES MADE

OBSERVE SPECIAL DIg'T RULES

PREPARE AND STORE FOOD SO AS TO CONSERVE NUTRIENTS

a

O

'go

136

V*"

c

.7C



Item
mean ABILITY TO:

2.3

2.5

2.2

1.9

2.4

2.6

2.. 3

2.1

1.8

17.

2.6

2.0

2.3

127

INSURANCE SALES AGENT EATING LIST

INFLUENCE OTHER PEOPLE

INTERPRET THE IDEAS, FEELINGS, AND OPINIONS OF OTHERS

WORK UNDER' STRESSFUL CONDITIONS

DO ARITHMETIC COMPUTATIONS

ANALYZE A PROBLEM AND ACT ON THAT ANALYSIS

OBTAIN AND VERIFY FACTUAL INFORMATION

PRESENT ARGUMENTS AND EVIDENCE TO SUPPORT A POSITION

,MAKE AN EFFECTIVE ORAL PRESENTATION

SELECT INSURANCE POLICIES AND PLANS THAT BEST MEET A FAMILY'S NEEDS
AND CIRCUMSTANCES

ESTABLISH RAPPORT WITH INDIVIDUALS OF DIVERSE BACKGROUNDS .

ASSESS POTENTIAL MARKETS

DEVELOP GOALS AND PLANS FOR AN ACTIVITY WITHIN THECONSTRAINT8 OF TIME,
MONEY, AND PERSONNEL

2.2 EVALUATE EFFECTIVENESS IN MEETING GOALS AND TIMETABLES

2.2 :IDENTIFY THE°RESOURCES (PEOPLE,-TIME, MONEY; AUTHORITY) NEEDED TO
* s ACCOMPLISH AN OBJECTIVE

t 2 ESTABLISH AND MAINTAIN PROCEDURES TO MONITOR WORK QUALITY AND QUANTITY

2.3 SOLICIT AND MAKE CONSTRUCTIVE-USE OF POSITIVE AND NEGATIVE FEEDBACK

2.6 KEEP,RECORDS OF INDIVIDUAL OR. GROUP PROGRESS --

2.2' 'USE,CONTA,,TS CONSTRUCTIVELY

1.8 DEAL WITH REJECTION s

2.1 DEAL WITH ADVERSITY'
1,

2.2 MOTIVATE PEOPLE

2.7, WORK. INDEPENDOTLY

2.0 DO FUND RAISDIG , `,*

2.1 ,DIRECT THE SALE OF'A PRODUCT OR SERVICE

1.8' ORGANIZE A SALES PROGRAM '

2.1 COMPETE WITH ..OTHERS

2.5 BE.StLi DIRECTED

137
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Item
mean ABILITY TO:

-128-

II

2.3

2.3

2.9

2.2

2.5

2.4

2.3

1.7

1.9

PERSONNEL WORKER RATING LIST

ESTABLISH AND MAINTAIN DETAILED RECORDS OR FILES

WRITE ACCURATE, COMPLETE REPORTS

RESPECT AND QBSERVE PRECAUTIONS CONCERNING CONFIDENTIALITY OF INFORMATION

FOLLOW COpLEX PROCEDURES PRECISELY

FOLLOW ORDERS AND ACCEPT SUPERVISION

LEARN DETAILS OF NEW PROCEDURES QUICKLY

MEET ACCOUNTABILITY DEMANDS OF OTHERS

- USE A TYPEWRITER

ESTABLISH AND MAINTAIN FISCAL RECORDS AND PROCEDURES

EXPLAIN THE RATIONALE FOR VARIOUS KINDS AND AMOUNTS OF INSURANCE (HEALTH,
LIFE, ETC.)

2.1 DEVELOP SPECIFIC GOALS AND PLANS FOR A SPECIFIC ACTIVITY, OPERATING WITHIN
CONSTRAINTS OF AVAILABLE TLME,SPACE, AND PERSONNEL

2.1 ,IDENTIFY METHODS OF EVALUATING EFFECTIVENESS IN MEETING GOALS AND
OBJECTIVES

2.2 ESTABLISH PRIORITIES BASED ON THE IMPORTANCE OF EACH OBJECTIVE TO GOAL
ATTAINMENT AND ON THE RESOURCES AVAILABLE

2.4 WORK CREATIVELY WITHIN THE STRUCTURE OF RELATIONSHIPS AND THE SETTLE OF
AN ORGANIZATION

---DELEGATE-RESPONSIBWTY AND ESTABLISH ACCOUNTABILITY METHODS TO DETERMINE
IF THESE RESPONSIBILITIES HAVE BEEN MET

teAlfr

2.2

°2.0

2.1

2.2

1.8

2.0_

2.0

2.

2.3

2.2

HELP PEOPLE SEE THE RELEVANCE OF THEIR ORGANIZATIONAL EXPERIENCE TO THEIR
LONG-RANGE CAREER GOALS AND/OR PERSONAL DEVELOPMENT

DEVELOP AND MAINTAIN A SYSTEM OF EVALUATING JOB PERFORMANCE L__

CONDUCT SALARY ADMINISTRATION AND/OR PERFORMANCE REVIEWS.

HANDLE OUT-PLACEMENTS AND/OR JOB TERMINATIONS

PLAN AND IMPLEMENT PROGRAMS FOR STAFF DEVELOPMENT

'DEAL WITH EMPLOYEE RELATIONS PROBLEMS

PLAN AND MONITOR A RETIREMENT PROGRAM

PLAN ANDIMPLEMLIT.PERSONNEL POLICIES

PREPARE JOB DESCRIPTIONS

SELECT AND/OR RECRUIT INDIVIDUALS FOR A VARIETY OF JOBS
ti

PROVIDE ORIENTATION TO PERSONNEL-NEW TO AN ORGANIZATION.

_AIRANdE FOR 'AND MONITOR THE JOB TRAINING OF PERSONNEL

CONTINUED ON THE.NEXT-PAGE . . .

`8



*2.

itee
mean ABILITY TO:

2 . 6

2.4'

2.3 f

2 . 0

2. 1
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PERSONNEL WORKEre RATING LIST (continued)

ABIDE BY AN ORGANIZATIONS STANDARDS

OBTAIN'AND VERIFY:ROUTINE FACTUAL INFORMATION FROMINDIVIDUALS

IDENTIFY TRAINING NEEDS

DEVELOP TRAINING MANUALS

6ETERMINE THE SUITABILITY OF VARIOUS TRAINING APPROACHES FOR INDIVIDUALS
WITH DIFFERMIT BACKGROUNDS AND EXPERIENCES
.011111.

2.6 ESTABLISH RAPPORT 1JITH INDIVIDUALS OF DIVERSE BACKGROUNDS

2.4 USE QUESTIONING SKILLS,

2.7 USE LISTENING SKILLS

2.3- NEGOTIATE WITH OTHERS

2.1 DEAL WITH UNPLEASANT CONFRONTATIONS

2.4 BE OUTGOING AND GREGARIOUS

,

es-
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PHOTO LABORATORY TEMICIAN RATING LIST
Item
mean ABILITY TO:

7
2.4 MAKE FINE COLOR DISCRIMINATIONS '

1.8 WO STEADILY AT SIMPLE REPETITIVE TASKS, FOLLOWING A SET PROCEDURE

2.6 FOL W DIRECTIONS.

214 TRAIN OTHERS '

SUPERVISE OTHERS

2. StILL FOR LONG PERIODS OF TIME

2.4 EVALUATE A PRODUCT, USING SATED GUIDELINES

2.2 DO PRECISE AND ACCURATE DETAI D WORK

2.8 TAKE RESPONSIBILITY

2.5 FOLLOW ORDERS AND ACCEPT SUPERVIS ON

2.7 LEARN AND APPLY RULES

_t
o

4

se(



4

-131--

AXIAL SERVICE AIDE RATING LIST
Item

mean ABILITY TO:

2.7

2.7

2:4

2.3

2.3

2.3

2:3

2.3

CARRY OUT ORAL OR ImirrEN INSTRUCTIONS,

ACCEPT SUPER1TSION

LEARN AND APPLY THE RULES OF 'AN ORGANIZATION OR AGENCY

DEVELOP OR-MAINTAIN CURRENT FILES

KEEP RECORDS AND PREPARE REPORTS

UNDERSTAND AND FILL OUT FORMS

ARTICULATE THE PHILOSOPHY OF AN ORGANIZATION OR AGENCY

INTERPRET AN ORGANIZATION AND ITS SYSTEM FOR THE DELIVERY OF navIces TO
THE PUBLIC AND TO PEOPLE IN NfED

IDENTIFY GROUPS TO WHOM SOCIAL SERVICES SHOULD BE DIRECTED

t;,

2.2 IDENTIFY REPRESENTATIVES OF OTHER ORGANIZATIONS OR OF THE GOVERnEENT WHO
SHOULD RECEIVE INFORMATION ABOUT ORGANIZATIONAL OR AGENCY ACTIVITIES

2.3 KEEP OTHERS INFORMED ABOUT PROGRESS IN WRITTEN OR t1 ORAL FORM

2.6
r

ESTABLISH RAPPORT WITH'ODIVIDUALS OF DIVERSE BACKGROUNDS

2.7 ESTABLISH RAPPORT WITH A PERSON SEEKING ADVICE

2.7 SERVE AS A "SOUNDING BOARD" FOR THOSE WITH PROBLEMS

2.4 USE QUESTIONING SKILLS

2.6 USE LISTENING SKILL1

2.9- RESPECT AipdebsERvE PRECAUTIONS CONCERNING THE CONFIDENTIALITY OF
INFORMATION

2.5 PROVIDE ADVICE AND INFORMAL COUNSELING

2.5 GATHER INFORMATION BY CONDUCTING INTERVIEWS, CONFIRMING FACTS, AND
LOCATING BACKGROUND INFORMATION

° 2.3 PREPARE REPORTS CONTAINING FACTUAL DATA AND DOCUMENTARY OR OTM EVIDLICE

2.1 %, MOTIVATE AND ?ERSUADE PEOPLE

1.7 DO TYPING

2.0 DO CLERICAL WORK (FILING, ETC1) \.

2.1 MAigloWRITTEN OR ORAL REPORTS

2.5 REFER OTHERS TO SOURCES OF INFORMATION AND ASSISTANCE

1.8 INTERPRET FOR NON-ENGLISH SPEAKERS

2.8 SHOW -COMPASSION ,

2.7 SHOW EMPATHY

2.5 WRITE CL Y

2.3

o

TAKE CONSTRUCTIVE CRITICISM

141


